


ie) Dyas 


veseveiennngy 
were pee Cro 
ss 7 NS 


































/ ANNOUNCING THE louch-Master 


a touch 
so light 
its almost 
electric 





“like wearing 
magic gloves!'’* 


Clalel( a elele 


MASTERS YOUR PAPERWORK 


*An Underwood Trademark 
A touch so light, so responsive..."it’s almost electric”...up to 58% less effort than 
any other standard. Only Underwood, for 64 years the world’s best known name 
in typewriters, could create the new Touch-Master Il.* Ask for a demonstration. 





“‘| WAS FAILING SHORTHAND... 
UNTIL | DISCOVERED— 


DICTATION DISCS“ 


Amazing New Method 
Guarantees to Increase 
Your Shorthand Speed 
—Get Higher Grades, 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 


Boost Your Salary! in All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 


Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 





Look What These Experts 
Say About This 
Wonderful New System 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Disc just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 


‘The key to shorthand speed is regular dictation prac- handling charges. Or, enclose cash, check or money order now and we will 


Sak a ahs ccustemaat Ge aus eee, tee eee ship your records postpaid. Either way — this method MUST do every- 
precise and clear manner in which they are dictated thing we say it will or you may return records in 10,days for full refund. 
makes easier the climb to greater shorthand speed.’’ Mail the coupon now! 


William Cohen, World's Shorthand Champion 
(280 wpm for 5 minutes) 





‘‘In my estimation the dictation system of develop- 
ing speed is the best I have ever seen.’’ 

Thomas Cele, Chairman, Committee on Professional Education 

N. Y. State Shorthand Reporters 


NEW SPECIAL VOCABULARY SETS 


Special Set No. 38 comprises 31 dif- | Special Set No. 39 con- 


ferent business letters containing 2,442 tains more than 2000 
‘“‘Your dictation records are made to order for the repetitions of the BRIEF FORMS and repetitions of the 500 
teaching profession. They ease my chores and make the 579 re iti » ASES iC< > iEST ’ . 
students’ work more enjoyable. By providing graded 972 repetitions of the PHRASES, dic COMMONEST WORDS 


dictation in 1-minute 


phenomenal!’’ 


spurts, the results tated in speeds of 60, 70, 80 and 90 
WPM. Each of the four records con- 


tains every brief form. 


have been dictated into 31 different 


letters, also in speeds of 
60, 70, 80 and 90 WPM. 


Paul Simone, Author of ‘‘A Stroke in Time’ 
Instructor, Columbia University 

















ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE 


Dictoron 2, 
Dictation Dise Co. new vers, WY. 
CE ee ee ee 


DICTATION DISC COMPANY 
170 Broadway, Dept. TS-5 
New York 38, N. Y. 


DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 
78 rpm—$5.25 per set 
|) Set No. 61 
60, 70, 80, 90 
3 records—2,500 words 





45 rpm 4-record sets $5.75 ea. 


[] Set No. 38 [] Set No. 41 [] Set No. 44 


Sn Se 


\f 


Please send me the records indicated. 60, 70, 80, 90 
On arrival I will pay price indicated 
plus COD and handling charges. I 
must be delighted or may return rec- 
ord(s) in 10 days for full refund. 


[] I enclose full payment now, please 








4 records—brief forms 
& phrases. 31 different 
letters, 3,570 words of 
dictation 


[1 Set No. 39 
60, 70, 80, 90 


4 records—500 common- 


60, 70, 80 
4 records—32 different 


letters, 4,000 words of 
dictation 


[] Set No. 42 
80, 90, 100 


4 records—32 different 


100, 110, 120, 130 
4 recosds—7,000 words 


[] Set No. 50 
Legal Dictation 


4 records—5,000 words 
of tegal dictation, 
speeds 80 to 120 


[] Complete Course 


[] Set No. 62 
90, 100, 110 
3 records—3,000 words 


] Complete Course 
on 78 rpm $14.50 


9 records—60 to 150 
wpm 


~hy . . . : letters. 5.000 words of | on 45 rpm $18.75 334, LP $8.75 per set 
ship records postpaid. hig be dictation Includes Sets 41, 42, 43, } Set No. 71 
dictation | and 44-16 records, 119 60 to 100 
| all different business > 
| tetters 25.000 2 records—7,.000 words 
| : , 
words of dictation, 5 } 
— [] Set No. 40 [] Set No. 43 different instructors. Rl 7“ ® 
40, 50, 60 100, 110, 120 ir ° ° 
‘ 4 | [] Same as above, 2 records—10.000 words 
ADDRESS_ 4 records—32 different 4 records—3! different but including Sets 
letters, 2,500 words of letters, 6,000 words of No. 38 & 39 $26.75 ae 
dictation dictation plete Course 
on LP $16.50 
 — 
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ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 





4 records—60 to 130 
wom 


] 








JAMAICA 

has always seemed like an ideal place 
in which to spend one’s vacation. 

But after reading about Gloria 
Savage and her job at the island’s 
Myrtle Bank Hotel, we've decided that 
Jamaica might also be an ideal 

place in which to work. Just imagine 
hobnobbing with visiting celebrities, 
eating mangoes and papayas for lunch, 
typing to the rhythms of a calypso 
band. That next cruise boat may have 


some extra passengers. 


ONCE AGAIN 

the return of that age-old disease, 
Vacation-itis. It seems to afflict 
almost everyone at this time of year 





just notice those far-away stares, 

those longing glances at travel 

posters. In case you’re among the 
stricken, we've dreamed up a few 
remedies—inexpensive ways of getting 
across the Atlantic, a report on another 
magic isle—Puerto Rico, notes on Fes- 
tival time here in the USA, tips on 

how to travel wisely and well. Read, 
digest, act—it’s a sure, and pleasant, 
cure. 


VISITORS 
can be a problem even in the best of 
offices. There’s always the V.I.P. 


who’s too busy to wait even a minute, 


the salesman who wants to talk just 
when you have a big job to get 

out. And what do you say to 

the boss’ wife and how can you amuse 
his five-year-old twins? Marilyn 
French tells you how in “Starring 
The Office Hostess.” 


ALSO 

Fashions That Go—everywhere with 
you this summer 

Helpful advice on how to take 

“Two Steps to Summer.” 
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ON THE COVER: Off on vacation in 
a coat that could travel happily the 
world over. White moire with an 
international look .. . water 

repellent, of course. Designed by 
{dele Lawrence for Lawrence of 
London. Additional colors: apple red, 
navy, black. Sizes: 6-16. $55. 





SUBSCRIPTIONS: Send subscription correspondence and change of address to 
Subscription Manager, topay’s secretary, 330 W. 42 Street, New York 36, | 
N. Y. Subscribers should notify publication promptly of any change of address, 
giving old as well as new address, and including postal zone number, if any. If 
possible, enclose an address label from a recent issue of the magazine. Please 
allow one month for change to become effective. 


Postmaster: Please send form 3579 to Today’s Secretary, 330 W. 42 St., New 
York 36, N. Y. 





TODAY’S SECRETARY 





Worried, Nervous, Jittery? — Splendid! If you have 

the right type of worries, nerves, and jitters, 
Success may be yours. Dr. Hans Seyle of the Univer- 
sity of Montreal believes stress is a factor in good 
health as well as a cause of disease. For example, 
a man with a high potential for stress thrives under 
pressure and is likely to climb the executive ladder 
fast. It he's stuck on rung number two or three, 

he feels trapped and may suffer physically from a 
lack of challenge. So remember, your time to worry 
about the boss might be when he refuses to pace the 
office carpet. 
Wanted — Your Boss. Uncle Sam is recruiting again. 
He's rounding up American buSiness and financial 
leaders with a yen towards travel and talk to 
explain our economy and business techniques abroad. 
If interested, write United States Office of Foreign 
Commerce, Washington, D.C. 


Ladies Live in Luxury according to Mr. M. L. Goeglein, 
vice-president of the Pacific Finance Corporation. 

A recent survey shows the financial females own 
nearly 52 per cent of the corporation stock, 

66 per cent of railways and utility holdings, and 

40 per cent of all the homes in this country. Women 
also handle most personal expenditures-=-"$160 billion 
of the $266 billion spent last year alone." 


“The Boss Is on Safari’ is growing in popularity as an 
office excuse. Big-game hunting in Africa--with 
camera or miniature canon--isS on the up-grade as a 
vacation sport. Should your boss prefer beasts to 
the beach, write to the East Africa Tourist Travel 
Association in Nairobi, Kenya. 


SECRETARIES CAN NOW match office decor with the 
latest in fashions--colored wigs...THOSE CARPETS 
are traveling again--flying outward from the inner 
Sanctum. More offices and reception rooms are 
gaining in wall-to-wall carpeting. Growing democ- 
racy or tired feet?...SWEET TOUCH=--You can send 
candy by Western Union...White collar workers now 
outnumber the blues--25,400,000 to 24,900,000... 


Losses to American business through fraud will 
exceed $1% billion this year, over twice the amount 
lost from fire. Yale lock, anyone?...From The 
Lender Letter, "Economists and business indexes 
agree that the recession is over. So does the 
Sheaffer Pen Company. They report that the sale of 
-neir Skrip red ink dropped three per cent." 
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‘My boss is 
pretty smart! 


That's why he specifies Sea 
Foam Bond every time for our 
office. It makes cleaner copies 

erases smoother and is 
stronger. It just makes good 
sense to use Sea Foam Bond, 
PNiil-ldlaeM Milas ma slelia- Mls mt-laelale 


sheets 


Teachers and secretaries 


yr letterhe 


BROWNVILLE 
PAPER 
COMPANY 


BROWNVILLE, 
NEW YORK 





Co 








ONLY FULLY TRANSISTORIZED 












/ dictation machine with 


~All controls 
. In your hand 


\ = COMBINATION 
‘ MICROPHONE-SPEAKER 
Se e ELECTRIC REVERSE 


Vee ee @ DICTATE-LOCK 
‘N 
---e INPUT VOLUME 
I ace i meni: sei spy ui il ®@ OUTPUT VOLUME 


———— 


/ (Photos 2 actual size) 
eS perestetereren BY" x 6Y%4" x 1%" —4 Ibs. 


NOW DICTATE WHEREVER YOU ARE! 





INDOORS OR OUT... 
WHILE TRAVELING 
OR AT HOME 


Omptometer 
oronet 


Book-sized transistorized 
Comptometer CORONET 
has permanent 

printed circuits.and 
built-in erase bar. 

Tucks into briefcase, 
car glove compartment, 
desk drawer... 

goes where you go, 


Microphone Control. ALL operating controls are in the full 
hand-size mike. Makes dictation as easy as talking. 


Perfect Dictation Every Time. No confusing corrections. 
Just dictate new phrasing over old—perfect dictation always! 


LIMITLESS-LIFE DICTATION BELT 
PAYS FOR YOUR CORONET 


Uses same Erase-O-Matic non-slip belt as Standard Desk 
Machine. Belt can be reused thousands of times. No recur- 
ring costs as with ordinary belts, discs, cylinders—a saving 
that pays for your Coronet. Belt is easy to insert and re- 
move. Operates on 6 small mercury batteries, available 
anywhere, or on A.C. with tiny power pack. 

Scaled down in all but performance, here’s big machine 
service and big new advancements, at your hand wherever 
you may be—complete portability! 


omptometer 
rporation 

... Better Products 

to Better Business 


Send this coupon 
FOR DESCRIPTIVE 


0) Send me Coronet literature [J | would like to see the Coronet 








LITERATURE! ee donne 
Fi ee 
COMPTOMETER —=™ 
CORPORATION 0 ES ee 
1708 Marshfield Ave. 
Chicago 22, Ill. City—_____________________state__________ 
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WORK IN THE LIVES OF MARRIED WOMEN. 
National Manpower Council, Columbia Uni- 

sitv Press, 2960 Broadway, New York 27, 
N. Y. 232 pp. $4.75 


fn appraisal of the problems the mar- 
ed woman er yunters and causes when 
hecomes a breadwinner too. {nd 


more important hou to cope with these 
lilemmas. Interesting and provocative 
reading for every woman holding down 

h and a husband—and for the men 


irking ul ith the Mm. 


THE WONDERFUL WRITING MACHINE. 
Bruce Bliven, Jr. Random House, New York, 
N. Y. 236 pp. $3.95. 


The story behind the typewriter you sit 
hehind ....What it was like without it, 
what were doing with it. Meet those 
who made it possible—the inventors, 
salesmen, speed champions, and, yes, 
you the secretary. Easy reading; 60 
unique pictures provide visual history 
of typewriter’s development. A must for 
every gal who wants to know what 
makes her typewriter tic—and tap! 


STREAMLINING YOUR EXECUTIVE WORK- 
LOAD. Ray Josephs. Prentice-Hall, Inc., 
Englewood Cliffs, N. 2, 203 pp. $4.95. 


Before you give this to your boss, you'll 
want to peek at chapter 12, “Your Num- 
ber One Delegatee—Your Secretary.” 
Written by the author’s secretary who 
polled dozens of Gal Fridays in every 
field. its packed with suggestions that 
will help train your boss. Some of 
these: developing dual schedules. prac- 
ticing what he preaches in human rela- 
tions, sharing credit for successes as 
/ 


well as failures. 


EVERYDAY HUMAN RELATIONS. Enterprise 
Publications, 11 N. Wacker Drive, Chicago 
6, Ill. Two-« olor booklet. 16 pp. 35 cents. 


Collection of thoughtful articles on get- 
ting along with other people, be it em- 
ployer, husband, or neighbor. Some 
topics discussed: “You Don’t Have to 
Win an Argument to Win.’ “The Right 
Way to Disagree.” and “Six Qualities 

r Success.” Such skills make together- 

” possible and pleasant. 


THE WHOLE STORY OF AMERICAN BANK 

CHECKS. Lester A. Pratt. Cummins-Chicago 

Corp., 4740 North Ravenswood Ave., Chi- 
o, Ill. No charge. 


Intere sting sidelights on the chee ks we 
ish at least once a month. Author 

s the methods used by American 
to process checks since 1782. His- 

documents used throughout, in- 
ng the check cashed by Lincoln 


before he was assassinated. 





Reduce 

vote} o} iT ale Mmotes-) a 

as much as 50% 
with 

Peerless 

QUICK SILVER... 
a 

completely 

new 


office 


oe) alo} dolore) o}¥) 


process 








Peerless Photo Products, Inc. | [PIEIEIRILIESS 
Shoreham, Long Island, New York 
Gentlemen: 


Please send me more information about QUICK SILVER, 
the completely new office photocopy process which: 


1 — makes single copies at only 5 cents each 

2 — makes an unlimited number of copies from one negative 
3 — makes all copies of equally good quality 

4 — eliminates peel-apart and throw-away sheet 


5 — is available as a combination unit or as a separate 
processor adaptable to your own copying machine 


6 — has no copy limitations 





























NAME TITLE 
COMPANY 
STREET 
CITY. ZONE STATE 
TS-5 











75% COTTON FIBER: Contract Bond « 50% COTTON FIBER: Acceptance Bond | EAGLEA 
25% COTTON FIBER: Trojan Bond, Onion Skin and Manuscript Cover; AX. 
Type-Erase, the Bond and Onion Skin with “built-in erasability’’ ets 
SULPHITE: Quality Bond, Onion Skin and Manifold; Translucent Bond PAPERS 
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with your typing on 


EAGLE-A BOXED TYPEWRITER PAPERS 


Get set for compliments — when the boss sees your letters and office 
memos on Eagle-A Boxed Typewriter Papers! He’ll like the sparkling 
look of your typing on the bright, clear surfaces of these fine papers. 
And he’ll never notice erasures, because of the good erasing qualities 
of Eagle-A Boxed Typewriter Papers. They come in letter and legal 
sizes, plain or ruled — in packets or the Eagle-A “Hinge-Top” box. 
Secretaries and teachers: for a free Miniature Sample Booklet and 
our Letter Placement Guide, write on your firm or school letterhead 
to Dept. S, American Writing Paper Corporation, Holyoke, Mass. 


Ask your stationer for any of these popular Eagle-A Boxed Typewriter Papers: 


100% COTTON FIBER EXTRA NUMBER ONE: Coupon Bond 
100% COTTON FIBER: Agawam Bond and Onion Skin; Coupon Onion Skin 




















QO. Is it necessary to plac eacomma between 
x 
the month and the year when no daily date 


is gil a Re 


A. It is. of course. true that in display 
work and in advertising material the 
comma is generally omitted between the 
name of the month and the year when 
no day is mentioned. In business letters. 
however. we recommend the use of the 
comma for these reasons: It results in a 
consistent style for all dates. The comma 
really indicates the omission of some 
such word as of or in. 

Correct business-letter forms. then, 
are: 

In June. 1959. we will close our office. 

On June l. 1959, we will close our 
office. 





Q. What is the rule concerning the use of 


as long as and/or so long as? 


A. As... as is used in affirmative 
statements and in questions implying 
affirmative answers. In negative. state- 
ments and questions implying negative 
answers, so... as is preferred. The lat- 
ter expression is also used in emphatic 
statements. 


Q. As a legal secretary I frequently have 
to use and distinguish between the word 
sometime and the words some time. Would 


you please explain the correct usage of each? 


A. Sometime is an adverb meaning at 
an unspecified or indefinite time. usually 
in the future. “The order will be shipped 
sometime next week.” 

Some time is a two-word phrase (some, 
an adjective. modifying time, a noun) 
referring to the passage of time. “It took 
me some time to complete the assign- 
ment.” 

Here’s a hint that will help you. If 
the word little can be mentally inserted 
between some and time, the two-word 
phrase is correct. 


TODAY'S SECRETARY 


BUSINESS ENGLISH 

em an Hutchinson 
SECRETARIAL PRACTICE 

Madeline S. Strony 
BUSINESS LAW 

R. Robert Rosenberg 
BOOKKEEPING 

Marshall Hanna 

TYPEWRITING 

Alan C. Lloyd 
BUSINESS ARITHMETIC 

Vivian W. Kline 





SHORTHAND 
Charlies E. Zoubek 


Fuinc WN. Mae Sawyer 





ES ry se 
’ 


0). Is it proper to correct au keward wording 
‘ 
letter that is dictated? For instance 


ss dictated the following phrase: We 





would appreciate if you will favor us with 


loans l wanted t hanse this to We 





ippreciate vo favoring us with these 
ns fut hesitated s my-emplover ts rather 
i 
{. One of the chief duties of a secre 
1 tarv is to serve het emplover. Although 
" the expression He would appreciate 
p our favoring us might seem preferable 
vou. it is what your employer wants 
l. that is of the utmost importance. | 
would not change his expressions unless 
he has given you permission to do so. 
r However. if he used a double nega- 
tive. ete.. | am sure he would expect vou 
» make that change. Anvthing else 
might make his customers feel the letter 
is not his. 
OQ. As secretar P é s 
‘ 
: ey J een i memln 
t \ de ite pre us record 
g syste é ae 
SULLES ( the us 
1. A card file is a convenient means of 1>CY - rormnD mn Tey 
P keeping track of expirations of member- HE S DEMONSTR A TIN G 


ship subscriptions. Cards can be filed 


vertically or visibly. according to anv of a 
e the various systems. If these cards are 
Tu filed alphabetically or eeographically. 
. thev can also be classified according to } 


e date of expiration by means of trans 





SOL 


THE NEW ALL-PURPOSE CARBON PAPER 


t- parent colored signals In a visible file. 


—/\ 


— 


One weight, one finish! Plastisol handles every typ- 
ing requirement with every typewriter. 






Outperforms them all! Plastisol delivers clean, per- 


rd 

ld manent copies with the uniformity you’ve always 

2 wanted. 

See it in action! Plastisol carbon paper will be dem- 

ly onstrated without obligation in your office. Write 
QJ. Is it permissible to type figures that : ; j 

“d : ' or phone for an authorized Columbia representative 


ne or more zeros with the word mit 
, , vall. 
on, ete such as 650 million, o7 


y 


ve typed out. such as 650.000.0007 


rk !. Very large numbers may be written ae 


n- ts follows: 15 billion, 10 million dollars. 


Xg XG e 
$10 million. pel \ BY ® 
if his style 


le can be used only when the 





“d dreds and thousands are even 
rd nts. Such numbers as 7.845.700, COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
must be written in full. COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 
'Y f =1 4) "7 
L 
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For Smart Secretaries . . ./ 
CONTROLLED 


= SPEED= 
> =ERASING= 







Vo more jitters—very minimum time-out 


now, in erasing. Erasing you control com- 
pletely. So accurate. Cleanest. Fastest. Mod- 
ern Graypoints, balanced in size and shape, 
pointed in luxury-texture rubber, bring you 
definite work-saving pleasure, positive pride 
in your erasing, praise from the executive 


you type for. 


No. 3650 
GRAYPOINT WHISK > 


Hexagonal, wood-case 
eraser with quality gray 
rubber core fits comfort- 
ably in the hand. Attached 
brush whisks away eraser 
crumbs. Won’t roll off 
desks. Easily repointed in 
any pencil sharpener or 
with knife. (No. 365 GRAY- 
POINT, same eraser with- 
out brush) 
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4 No. 378 GRAYPOINT 


MADE 
n USA. 


This paper-wrapped eras- 
er with the pull string for 
easy repointing can be 





x 
: p 
f =x 
repointed right at the = 
desk. Same quality gray °o 
rubber asNo.3650GRAY- fm 
POINT. a“ 
3 Ask Your Office Manager : 
sf or Stationer for Pencil-like, 
q> ° 
sz Easy-to-hold, Easy-to-point 
WELDON ROBERTS 
GRAYPOINT ERASERS 
The Modern Erasers 
for Modern Secretaries 
— WELDON ROBERTS 





=| RUBBER CO. 
: 365 Sixth Ave. 
Newark 7, N.J. 


World’s Foremost 
Eraser Specialists 














VIEWS FROM THE FRONT OFFICE ON... 


JOB INTERVIEWS 


{ monthly column featuring top executives’ 


views on various office situations 


ETHEL B 


CATHERINE R. READY, 


CORINNE L. MeCUE, New York Employn 


of Sperry Ran 


THOSE ON THE BRINK of 


find themselves walking “the last mile” 


a career olten 


a first 
step in their new jobs. At the end of this 


tremulous trip—a door. Behind the door 


before they've as much as taken 


a chair. Across from the chair—the 
personnel interviewer. But here the anal- 
ogy ends. The job applicant decides her 
own fate. She can sell herself, or sell 
herself short. 

Just 
interview? This month’s panelists agree 
that it’s the 


business 


how important is the personal 


“do or die” of a successful 


venture. Favorable word of 
mouth reports may herald our heroine's 
arrival: words from her mouth can quick- 
ly burst the bubble. 

Corinne McCue, New York employment 
supervisor. Remington Rand, emphasizes 
this fact. “We consider the personal in- 
terview all important in selecting proper 
personnel. Specific skills must be tested. 
but the speediest stenographer is not al- 
ways the best employee. We want to 
know what kind of a person we're hiring.” 

Bristol-Myers Catherine Ready distin- 
cuishes between the “can do” and 
factors. The 


“will 
do” “can do” involves past 
experiences which show up on job appli- 
cations. “It's the much more important 
‘will do’, which concerns the motivations. 
personality, and appearance of the job 
candidate, that must be evaluated during 
the personal interview,” she stresses. 
The importance of personal contact. 
then, is that it provides real insights 
into applicants. Success. of course. de- 
pends on the skill of the interviewer and 
the communicativeness of the candidate, 
but this does not decrease the confidence 
which Ethel Sutton, personnel relations. 
McGraw-Hill Book Company, places in 
the interview. “An unfavorable interview 
will raise doubts about the suitability of 
an applicant—even though her record 
and recommendations are excellent.” 


To survive or succumb—it’s the aspir- 


SLTTON, Personnel Relat 


{ssistant Director, Educat 


ons, McGraw-Hill Bool 


Company 


ional Service Department, Bristol-Mvers Company 


nt Supervisor, Remington Rand Division 


1 Corporation 


ants choice. We've done our part by ask- 
ing the panelists what qualities they look 
for when conducting an interview. Try 
them on for size. 

“Dependability, impression on others, 
and ability to get along with co-workers 
are the main factors | consider.” confides 
Miss McCue. “A busy 


tarv because he 


man has a secre- 
needs relief from detail. 
a watchful eve for things he’s apt to over- 
look. The girl who isn't there when need- 
ed, who doesn't get along with others. 
creates rather than relieves problems.” 
Miss Ready looks for 


alert, composed young 


“a well-groomed, 
lady. who volun- 
teers information about herself. She must 
help create a friendly atmosphere.” 

And Mrs. Sutton adds: “I look 
promptness, good grooming, correct Eng- 
lish. 


in the company. They seem to take care 


for 


wholesome attitudes. and interest 
of themselves in that order.” 


What do? “Don’t ask 


money and benefits.” urges Miss McCue. 


not to about 
“Both are understandably important fac- 
tors to the applicant. but interest in what 
the job responsibilities are worth is far 
preferable to questions about salary.” 

Mrs. Sutton finds the most prevalent 
mistake among aspirants is one of omis- 
sion. “It's a refusal to trust their own 
judgment and a lack of enthusiasm about 
improving their basic skills.” 

How to gain a place on Miss Ready’s 
black list? “Applicants who fail to call 
for an appointment but wander in and 
expect to be received royally are eligi- 
ble.” she states. “Especially when they re 
accompanied by a friend and a ‘the 
world owes me a living’ attitude.” 

But we don’t mean to discourage you. 
Just put on your best-interview you an 
start pounding the pavements. There's 
no need for nerves—it’s an interview, 
not the Inquisition. And remember: they 
interviewee to water, but 


can lead an 


they can’t make her sink! 
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““PRESTO-PASTER.” Sticks to strength and 
economy. A single sheet of paper with three 
dots from this paste pen can support a heavy 
telephone book. Plastic squeeze bottle fills 
pen in seconds, holds an average year’s sup 
ply. Doesn't gum or dry in pen. Cost. $1.00 
refill, 70 cents. From Distributor’s East. 
Dept. TS. 625 W. 140 St... New York 31. N.Y. 





PLASTIC TYPE CLEANER. Pulls dirt out of your typewriter keys 
ather than washing it into the machine. Malleable and easy-to 
use. this eflicient pink cleaner is pressed flat against the type to 
absorb all the dirt. then re-folded into its original pyramid when 
not im use It may bye used oOVel and over avain,. From Roval McBee 
Corp... Dept PS. Westehester Ave... Port Cheste Fr. N.Y. 


TELESCOPIC PEN but no telescope IS i 
eeded to see the features of this imported | 
all point. Only 2 inches when enclosed, it | 
telescopes out to full size and a value-full z 





performance. Choice of leather-rolled cas 

key chain in red. green, or rose. Price. $1 
From Gardner's Import M1, Dept. TS, 1530 
S. Bellevue Blvd., Memphis 6, Tenn. 





GAVEL. When you call for order, hammer the point home with an 
ivory-hued gavel of Tenite acetate plastic. Graceful and impact 
resistant, it is sized for men and women. If desired, it may have 
sterling silver or bronze hands for commemorative dates or messages 
Ladies’, $10.50: men’s, $12. From Eastman Chemical Products. Inc 


Dept. TS. 260 Madison Ave.. New York 16, N.Y. 


“EXECUTIVE —the table projection viewer 
with Lensereen 8 by 8 inches and automatic 
slide changer. Of metal construction with 
luggage-type handles, it folds to 9% by 13'% 
by 4% inches and weighs only 6 Ibs. Ope: 
ates on ac-de. 100-125 volts. List price 

$69.50: from Camera Optics Mfg. ¢ orp.. 
Dept. TS, 101 W. 47 St.. New York. N a 





GLOBE. Escaping to Europe or just dream- 
y this revolving nine-colored globe. 
rinted on a washable vinyl surface, it is 
lor storage or mailing. The globe 
es almost 56 inches at the equatot 
readable details in any latitude. 


*16.95; from The Charles Co.. Dept. 
Fourth Ave., New York 10. N.Y. 
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A fellow 


worker-who 
is not atter 
your job 
















Here’s a desk mate who takes the 
guesswork out of your job... it 
always has the right answers to 
make you worth more to your 
boss. 

Free your mind of pesky details, 
have time for things that really 
count ... it’s easy with an EVER 
READY desk calendar to organ- 
ize your everyday routine. It's 
also a good way to get ahead 
faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 
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MANUFACTURING CO. 


150 Bay Street 
Jersey City, New Jersey 


9 

















“500” 


NOTEBOOK 


No. 36-501 





80 SHEETS 


500 WORDS 
FREQUENTLY MISSPELLED IN 
THE BUSINESS OFFICE 


COPYRIGHT 

NATIONAL BLANK BOOK COMPANY 
RYOKE, MASSACHUSETTS 
956 
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For Record Breaking 
shorthand speed and accuracy 
I depend on ‘500’ Notebooks 
with 20/20 BUFF paper. 


SAYS 
WORLD SHORTHAND 
CHAMPION 
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Mr. Martin J. Dupraw holds the still unbroken 
world’s record of 8 errors on three speeds com- 
bined — 220, 260 and 280, in contests of the 
National Shorthand Reporters Association. 


Be a world beater at your own job by using ‘‘500”’ Notebooks 
with 20/20 BUFF™® paper. Just try one and you will be 
astonished at how your speed and accuracy increase. 


Look at the time you save using that list of the 500 most often 


misspelled words — all correctly hyphenated. Watch your speed 
pick up over the “‘quick-glide”’ surface and wider rulings 2% lines to an inch. 


See how clearly your outlines are silhouetted against the brand-new 20/20 BUFF color 


— whether you use fountain pen or ballpoint pen. 


You’ll make no mistake by calling your National Blank Book stationer right now and 
ordering a supply of ‘‘500”’ Notebooks with that 20/20 BUFF paper everyone is 
talking about. National Blank Book Company, Holyoke, Massachusetts. 


See Your 


NATIONAL BLANK BOOK STATIONER 
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“TODAY'S SECRETARY / May 1959 

N THE BOOKSHELF behind Gloria Savage’s 

desk at the Myrtle Bank Hotel in Jamaica, Brit- 
ish West Indies, is an odd collection of volumes. 
First, there is her old shorthand text. Beside it is a 
book of island folk proverbs. Next in line is Who's 
Who in the Theatre. And finally there is a battered 
black notebook in which are inscribed such cryptic 
items as “Lady S—-linens, not percales,” and “Joan 
Crawford will bring poodles, check housekeeping.” 

The text is there for sentimental reasons only 

after eight years as secretary to the Myrtle Bank 
manager, Gloria has no need to brush up on her 
technique. A knowledge of the Jamaican proverbs 
comes in handy when conversing with the hotel’s 


calypso musicians and troupe of limbo dancers. When 


a calypsonian sighs, “Empty bag can’t stan’ up!” she 
n- ¢ / 
ne knows he’s complaining that he’s hungry and 


BY wants time off for a quick snack. The theatri- 
CYNTHIA cal Who's Who makes possible a quick boning 





WILMOT up on incoming stage and screen celebrities. 


AND QZ YALYPSO voce 


conglomeration of facts about guests who have un- 





usual hobbies, likes, or dislikes. 

“A good memory is the most important qualifica- 
tion for a job like this,” laughs Gloria. “We deal 
with thousands of people, but each one likes to be 
remembered personally. Sometimes a guest ex- 
presses a certain preference—as the titled lady 
who prefers linen sheets to our regular percales. It 
makes her feel more welcome when she finds we’ve 
remembered. When a guest arrives with a pet 
ot Joan Crawford has the most adorable poodles I like 
to be able to remind the housekeeping department. 
so that proper food can be provided.” 


Other qualifications for the job include facility in 


1] 


the usual stenographic skills, tact in 
dealing with employees and_ public, 
an active imagination—and a consti- 
tution strong enough to stand up to 
the pace of hotel activity. 

“Mrs. Savage has them all,” says 
Gloria’s boss. Nick Brimo, a hotel 
executive for the past ten years. “I 
don't have to tell her what to do any- 
more—she tells me.” 

Visitors to the Myrtle Bank who 
call on the manager often pause to 
chat with Gloria about the hotel itself. 
As soon as she started working there. 
she made a point of doing some re- 
search into the history of the estab- 
lishment. The Myrtle Bank. she dis- 
covered, is one of the oldest hotels in 
the Caribbean. It dates back to 1870 
when the site was purchased by a 
dour Scotsman who erected a health 
resort on the spot and named it 
“Myrtle Bank” after his ancestral 
acres back home. Years later the 
building was bought and refurbished 
by the United Fruit Company for the 
use of travelers aboard their banana 
boats. With the growth of the tourist 
trade the Myrtle Bank became “the 
crossroads of the Caribbean.” 


Located directly on the Kingston 





harbor, across from the ancient pirate 
city of Port Royal. the hotel has a 
most glamorous setting. When cruise 
boats call, melodic calypso bands roam 
the grounds. At lunchtime. fashion 
shows—featuring bright tropical print 
sportswear—are given in the two din- 
ing rooms, and native floor shows are 
held each night under the stars. 

On the veranda, right under 
Gloria’s window. vacationers eather 
for tall lime punches after hours spent 
sight-seeing or shopping for bargains 
in the markets. Planters. down from 
the greathouses in the hills. discuss 
the price of ginger and pimento ovet 
tea. Titled Britishers sip cool drinks 
and look slightly askance at the crew- 
cut, jeans-clad members of American 
film units using Jamaica’s lush jungles 
for location shots. Should a man or 
woman, looking vaguely familiar, pass 
en route to the swimming pool. the 


chances are that some theatrical o1 


Surrounded by nature’s loveliness—the Myrtle Bank Hotel is set in the midst of beautifully landscaped gardens. 
Gloria’s office is just behind the archway at left, overlooking a broad sweep of hibiscus, oleander, and palms. 
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cinema great is currently among the hotel's guests. 

“We never know who we'll see next in the lobby,” says 
Gloria. She has typed letters for Patrice W ymore and 
Louis Armstrong, suggested shopping tours for Stewart 
(ranger. arranged menus for Adlai Stevenson and the 
President of Liberia, and helped smooth out details for 
the visits of Bishop Fulton Sheen and Billy Graham. 
“Our most regular visitors from the entertainment 
world.” she adds. “are Errol Flynn and Noel Coward. 
who are seen so frequently on the terrace that they 
seem like members of the family.” 

Of course. while meeting V.I.P.’s is all in the day’s 
work. there is plenty of “plain, hard slogging” to Gloria's 
job as well. Her day begins at 8:30 a.m. when she opens 
the mail. Nick Brimo. her boss. is seldom to be found 
at his desk, as he walks miles each day checking per- 
<onally on the thousand and one details which keep the 
wheels of a giant hotel operation running. This means 
that Gloria is in charge of the office. and most incoming 
telephone calls are relayed to her. 

The majority of letters received fall into certain cate- 
cories. There are requests for reservations from travel 
agents and others. There are queries as to the kind of 
wardrobe needed for a Caribbean holiday or the type 
of food served. Many letters are “bread-and-butters” 
from guests who are writing to say how much they en- 
joved their stay. And since the hotel is an island social 
center as well as a holiday resort, there are applications 
for the use of facilities for local parties and receptions. 

“These come in all shapes and sizes,” according to 
Gloria. “One morning, for example, we were asked to 
suggest a Jamaican menu for a luncheon party of three 
old school friends and to finalize plans for the official 
reception for the new Governor of the West Indies, His 
Excellency Lord Hailes. 

For the luncheon threesome, Gloria suggested such 
Jamaican favorites as chilled mango juice, pepperpot 
soup. saltfish and ackee, rice and peas, and baked ba- 
nanas with coconut cream. For the reception, she con- 
ferred immediately with the head chef. More than one 





Bac ked by a calypso beat. 
Gloria Savage dashes 
through a day that may in 
lude the typing of numer 
ous letters ...a discussion 
th the hotel’s smorgas 
rd chef ... dictation from 
her boss. Nick Brimo .. . 
ans for a launch trip by 


} 
fel guests, 


thousand guests had been invited—and preparation of 
the hors d’oeuvres alone kept the kitchen busy for three 
hours. 

Gloria answers the majority of letters herself, with Mr. 
Brimo dictating replies only to personal friends and ac- 
quaintances, of which he has thousands in every part of 
the globe. 

“That’s where a good memory is important,” his sec- 
retary declares. “Mr. Brimo never forgets a name or a 
face—it keeps me on my mettle trying to match him.” 

In addition to composing and typing as many as 40 
letters a day, answering numerous phone calls, and con- 
ducting preliminary interviews with prospective em- 
ployees for her boss, Gloria keeps her own correspond. 
ence files. The arrival of important guests or of any 
guests who may have requested special services means 
that a “come up” must be circulated to alert all depart- 
ment heads about arrangements. Routine reservations 
are handed over to reservations clerks. Once a social 
function has been scheduled, she turns over instructions 
okayed by Mr. Brimo to the various departments con- 
cerned, checking progress along the way. Sometimes she 
assists harassed social secretaries of clubs or organiza- 
tions to work out luncheon or dinner seating plans, helps 
arrange for floor shows or other entertainment, and 
makes suggestions as to what food should be served. 


Frequently, during a busy day, she lends a hand at the 


front desk. (Continued on page 37/ 
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The George Manufacturing Company 
Balance Sheet 


December 31, 1958 
ASSETS 
Current Assets: 
Cash $20,000 
Accounts Receivable $80,000 
Less Reserve for Doubtful Accounts 8,000 72,000 
Inventories: 
Raw materials and supplies 30,000 
Finished product ......$35,000 
Less Reserve for 
Inventory losses 5,000 30,000 60,000 
Total Current Assets 
Fixed Assets: 
Land 10,000 
Buildings 30,000 
Less Reserve for Depreciation 6,000 24,000 
Machinery 20,000 
Less Reserve for Depreciation 4,000 16,000 
Total Fixed Assets 
Total Assets 
LIABILITIES AND NET WORTH 
Current Liabilities: 
Notes Payable 50,000 
Accounts Payable 35,000 
Accrued Liabilities 10,000 
Reserve for Taxes 5,000 
Total Current Liabilities 
Net Worth 
Capital Stock 60,000 
Surplus 42,000 


Total Net Worth 
Total Liabilities 


Age 


and Net Worth 


December 31, 1958 


$152,000 


50,000 
$202,000 


100,000 


102,000 
$202,000 


ge Analysis of Accounts Receivable as of 











December November October September 
Under 30to 60 601090 90to0 120 Over 

Customer's Name 30 days days days days 120 days 
Adolph’s Store.... $298.15 
Bronson & Co...., $142.73 $115.81 $132.80 
Buckney & Sons.. 101.32 239.04 
Drake Brothers.... $243.82 

Totals $944.82 $862.15 $600.11 $423.57 $304.21 
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fare is definitely affected by the success of the company 


HAVE never realized it, but your wel- 
employing you. No matter how much your employer ap- 
preciates your worth, no matter how desirous he may be 
of increasing your salary, he can do so only if the organ- 
ization is doing a sufficient volume of profitable business. 

Salary increases, extended vacations, hospitalization, 
and other benefits are the sharing of a company’s success 
with its employees. Furthermore, as profitable business 
expands its operations, additional promotional oppor- 
tunities develop for its capable and conscientious workers. 

All those on the payroll of an organization have a role 
in determining its success or failure, but the executives 
play a key part because they determine the course of 
action. Are the company s inventories tco large, or is this 
a good time to buy more because prices have dropped? 
Should the purchases be made for cash or on credit? Is 
the ratio of returns to sales too high? What is causing the 
increase in office expenses? Are collections from cus- 
tomers too slow? Is this the time to open another branch? 

To help him in making these and many other decisions, 
an executive depends on the information supplied by 
balance sheets, profit and loss statements. and various 
operating reports. To interpret the facts listed on the 
reports, he uses the past experience of his company and 
also those ratios that may have been established for the 
entire industry by a trade association. (A ratio. as you 
probably remember from your study of math, shows the 
relationship between two items of information.) 

Let’s imagine the thoughts that might pass through a 
managers mind if he were reading the balance sheet 
illustrated. 

“Hm, only $20,000 in cash. What does the November 
30 statement show? Wow, we had $25,000 on hand 
then! Where’s that green stuff going? 

“Oh, payable are down approximately 
$5.000. Well, one does have to pay bills. 


“Are our customers paying us? It wouldn’t seem so— 


accounts 


that $80,000 figure for accounts receivable is much, 
much too high. Those lads in the collection department 
had better get busy gathering in some money for us, or 
we re going to be in trouble. 

“Good time for buying or not, $30,000 tied up in raw 
materials and supplies is far too much. I'll have to talk 
to Smith in the purchasing department about not getting 
too enthusiastic.” 


ONE OF THE MOST IMPORTANT items in financial manage- 
ment is the current ratio. This shows the relationship of 
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Tells a Story — 


BY GILBERT KAHN, JR. 





the current assets to the current liabilities. There is no 
such thine as an ideal current ratio for all businesses. 
\ ratio has meaning only when the business man com- 
pares his with the standard for the same line of business. 
For example, the current ratio suggested in 1958 as a 
standard for the groceries and meats chain-store business 
was 1.71: whereas for the lumber and building materials 
business, it was 4.21. This means that a chain-store com- 
pany in the groceries and meats line will be in safe op- 
erating condition if it has less than twice as many current 
assets as current liabilities. However, a lumber and build- 
ing materials company should have over four times as 
many current assets as current liabilities. A business 
determines its current ratio by dividing the total current 
liabilities into the total current assets. 

The current ratio gives an idea of the availability of 
current assets—cash and items that can be converted 
into cash rapidly for paving the current liabilities (debts 
that must be paid in less than a year). More than likely 
vou are wondering why a lumber and building materials 
business should have more current assets as compared to 
current liabilities than a groceries and meat company. 
Well. the former sells a considerable amount of mer- 
chandise on credit. whereas the latter does practically all 
of its business on a cash basis. A firm doing a credit 
business needs more current assets so that it will be able 
to pay its own bills even though some of its customers 
may be slow in paying theirs. 

Slow collections can present a serious problem to a 
firm doing a large volume of credit sales and ¢an even 
result in bankruptcy if the situation is not corrected. 
Therefore. an executive in a credit organization watches 
the status of accounts receivable closely. One of the 
standards he may use is number of days sales unpaid. 


This is computed by using the following formula: 


Balance of accounts receivable at end of month 20) 





Monthly sales on account 


Let’s apply some actual figures to the formula so you 
can see what it means to a manager. Business “X” allows 
its customers 30 days from the date of sale in which to 
pay. At the end of June the total accounts receivable 
were $3,000, and $2,000 worth of merchandise had been 
sold on credit: 


3.000 0 
—-x 30 wie 


x = 45 days of sales unpaid 
2.000 9 


Since the business allows its customers 30 days in which 
to pay, 45 days of unpaid sales would indicate that col- 
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lections were slow because the customers were taking 15 
days more thay they were entitled to. Suppose, however, 
at the end of June the total accounts receivable had been 
$1.000 with $2.000 still being the amount of merchan- 
dise sold on credit: 

1.000 30 

——x 30 =—= 15 days of sales unpaid 

2 000 2 
This would be a good collection situation because the 
customers were taking only 15 days to pay although they 
were allowed 30. 

The number of days sales unpaid formula tells the 
executive the group accounts receivable story. In other 
words, it gives him an average. If he wants to see the 
pictures by individual accounts, the bookkeeper “ages” 
the accounts for him. preparing a list like the one illus- 
trated. This shows what each customer owes. 

Such an analysis points out the customers who are 
chronically slow payers. The businessman knows that 
usually it is the best polic y to get rid of such customers. 
They not only reduce profits by tying up the firm’s 
money, but they also represent the potential non-payer. 

\ businessman knows profits are made by having the 
company s money “work.” That is why he wants to collect 
from customers promptly. He also tries to avoid idle 
funds by having the proper investment in fixed assets. 
He measures this investment by what is called the turn- 


over o] net fixed assets formula: 


total net sales net fixed assets 


turnover of net fixed assets 


If Company “X’s” annual net sales were $160,000 and 
its net fixed assets were $40,000, the turnover of fixed 
assets investment is four times. This means that $4 of 
sales were produced for each $1 invested in fixed assets. 
The higher the rate of fixed asset turnover the better. 

Let’s assume that Company “Y” which is in the same 
line of business as Company “X” also has annual net 
sales of $160,000 but has an investment in fixed assets 
of only $20,000. Company “Y’s” expenses in connection 
with the fixed assets—taxes, insurance, depreciation. 
and so on—would be lower. This would give “Y” a defi- 
nite competitive advantage. It could either sell for a 
lower price than “X” or at the same price as “X” and 
make a higher profit. 

These are only a few of the ratios used by an executive 
in interpreting balance sheet information. The next ar- 
ticle will discuss some of the decisions he makes with 
the help of profit and loss statements. 
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} MIGHT as well be spring—and it is—so convert 


that spring fever into spring fervor and face a fact— 
spring cleaning. Yes, it’s time for the annual clean-up- 


the-oflice campaign. Our motto: accentuate the time- 


saving. eliminate the time consuming. The results: we 


can only assure a guilty conscience; the rest is up to you 
and your mop. 

Studies show tha’ ‘he average secretary spends from 
one-third to one-half of each working day behind a 
typewriter. Making the most of these hours means mak- 
ing the most of her posture. The latter is all important 
in typing and transcription mastery. What do you auto- 
matically do when the pressure is on what does a 
group of students do before a timed writing . . . what is 
one of the first things an efficiency expert checks in an 
office? That's right, posture! Good posture eliminates 
backaches, eyestrain, and sore wrists. It’s amazing how 
much better we work when the spine is straight and alert, 
so let’s apply some elbow grease and polish our postures 
in ten easy steps: 
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Assistant E d tor. 
Gregg Typewriting 
Publ f ations 


1. Sit well back in the chair, leaning slightly forward 
from the hips. 

2. Place feet squarely on the floor: keep them spread 
apart: do not cross the legs or feet. 

3. Sit back about a hand's length from the base of the 
typewriter. 

1. Keep the center of the body a little to the left of 
the j key. 

5. See that the shoulders are relaxed at all times. 

6. Make sure the upper arms hang straight down 
no stretching forward or backward. 

7. Keep the forearms on the same slope as the key- 
board slant. 

8. Place the wrists about a half-inch above the ma- 
chine. 

9. Set the fingers in a clenched position so that only 
the fingertips touch the keys. 

10. Hold the head erect; keep the eyes on the copy. 


How you sit and type depends on what you're sitting 
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n and at. The next time your boss asks advice on 
equipment purchases, mention a new typing desk and 
chair. If possible, couple an adjustable-seat posture 
chair with an adjustable desk. But if the budget says no. 
keep the following comfort tips in mind. The desk should 
stand about 29 inches from the floor. If you're short. 
the best height for ease of working is 27 inches; for 
the tall secretary a 3l-inch-high desk is desirable. 

Now that you re posture-positive, drop everything 
and head for that friend in need and deed—the type- 
writer. This machine needs a thorough overhauling 
at least once a year. Keys must be checked for align- 
ment. (You can evaluate the quality of work done by 
tvping on the keys in the center of the machine 
fighmnbv. Uf the base of these letters align. the machine 
has correct alignment.) Erasures should be blown out. 
as the crumbs have a tendency to lodge in the network 
under the typewriter. The roller must also be inspected. 
If your work frequently requires six or more carbons. it 
should be especially prepared for multicarbon work. 
You can do your part to prevent roller dents by using 
two sheets of paper (the second acts as a cushion for 
the key pressure) and by keeping the paper release lever 
open when the machine isn't in use. 

After the initial spring sweep is history, arrange youn 
work so there will be time to give the machine a weekly 
cleaning. You will need two brushes—a long-handled 
typewriter brush and a short toothbrush-shaped one 
type cleaner and a cloth. Brush the outside keys and 
framework with the long-handled brush. making sure 
the carriage is moved to the extreme left and right sides 
so crumbs that have fallen on the carriage rolls may be 
swept away. Use the smaller brush to clean the long 
stem of the keys and the keys themselves. Then you can 
apply type cleaner. An ideal time for this weekly clean- 
ing is just before closing time on Friday. Coming to 
work Monday mornings will be more of a challenge than 
a chore if you know youre to be greeted by a well- 
scrubbed typewriter face. 

The spotless look in typewritten materials is further 
produced by using a good. well-inked ribbon. These 
must be changed periodically. A general rule to follow 
is: if a typist uses the machine five hours a day, a new 
ribbon is needed every one or two months. This estimate 
assumes that half the time the typist is using the top 
half of the ribbon (red mark on the ribbon control indi- 
cator) and the remainder, the bottom part (black marker 
on the ribbon control indicator). 

Every secretary prepares letters, so let’s move the mop 

nd pail to the letter-typing corner and see how it can 
be spring cleaned. If youll remember that you are in 
that envelope, you’re more likely to make a big splash. 

Perfect letters mean even margins. At one time you 


were taught a formula for setting up letters such as: 


Short Medium Long 


Date line Begin on line 15 
Line leneth (inches) | 5 6 
Lines to address o 0 | 


\fter you had typed several letters, many of you 
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adapted this formula. lumping short and medium length 
letters into a 5-inch-line category, saving the 6-inch line 
for long letters. Another easy guide for setting margins is 
according to the paper bail rollers. First adjust them so 
that there is about an inch between the outside edge of 
the roller and the edge of the paper. Then set the margins 
as follows: long letters, the outside edge of the roller: 
medium-size letters, the middle of the roller: and short 
letters. the inside edge. Adjust spaces in the closing of 
the letter to accommodate poor page placement. 

Margins aren't the whole story in letter writing—ar- 
tistic effects are often achieved by small details. CAPI- 
TALS. underscoring important words. making certain 
words bold. and using extra spacing help your let- 
ters keep face. 

No oflice cleaning is worth its duster without a cam- 
paign for more effective carbons. If you’re at a loss 
for new ideas. a sheet of heavy paper placed behind the 
carbon pack will prevent manifold paper from creasing 
and treeing. If you have already tried several methods 
and the carbon paper still wrinkles. have your repair- 
man check the roller. It may be too close to the papet 
rest. and thus, there isn’t room for the carbon pack to fit 
easily into the machine. 

You can also make corrections on carbon copies 
after the papers have been removed from the typewriter, 
Insert the pack without the carbon paper or original 
copy. Align the first copy. making sure either the m. 1. 
or i is directly above the vertical line on the carriage 
position scale. Then insert a small piece of carbon be- 
tween the paper and the carriage position scale and 
type the correction. Remove the small piece of carbon 
ind hold the remaining carbon copies as you take the 
top one out of the machine. Continue this process until 
all are corrected. In this way you will not have one 
letter or word in your manuscript typed from the ribbon, 
while the other letters are typed from the carbon. 

The notations cc (carbon copy) and bee (blind carbon 
copy) can help the secretary. The cc notation is written 
below the reference initials and enclosure notation lines. 
Common styles are: 

ce A. J. Johnson ce to Mr. Johnson 

CC: Mr. A. J. Johnson ce Johnson 
The bcc notation is typed even with the left margin 
three spaces from the top of the page after the original 
copy has been removed from the typewriter. Blind car- 
bon copies are usually sent to other executives within 
the same company who are aware of the transactions 
stated in the letter. 

No renovation would be complete without tidying those 
desk drawers. More time and secretaries are lost here 
than in any other office nook. Yet, the stationery drawer 
can be one of your biggest time savers if it is adapted 
to the type of work you do. For example: suppose you 
are required to make three carbon copies of practically 
every letter you type. The company doesn’t want to in- 
vest in one-time carbon packs, but you can place the 
stationery in the slanting compartments of your drawer 
in the same way you would make up a carbon’ pack. 


(Continued on page 44) 
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SECRETARIES INTENT upon acquiring a reputation 

for poise and good manners must realize that the im- 
pression they make on callers is important. Just as a 
woman wants to be proud of her company and her boss, 
so do they in turn appreciate a secretary who knows how 
to handle this phase of office etiquette. 

The arrival of visitors gives the secretary a chance to 
do a good public relations job for her firm. For everyone 
who comes in contact with a company forms an opinion 
of it. If the impression is favorable, callers will be glad 
to deal with the firm; and they are bound to spread their 
viewpoint about it. Such word-of-mouth advertising can 
greatly influence a company’s acceptance and its sales. 
Public opinion may mean the difference between profit 
and loss for a business. 

So, in treating visitors courteously, the secretary plays 
an important role with far-reaching results. And she can 
play her part well with or without one of the “main char- 
acters.” her boss. If he is in, she can set the visit off to a 
good start and help it run smoothly. When he is busy or 
absent. she has a chance to act as good-will ambassador 
for him. Here are some pointers on becoming a star 


“oflice hostess” garnered from experienced secretaries. 


When Company Comes 


Receiving callers graciously depends upon forethought 


and consideration, according to a secretary in a mid- 
western manufacturing company. “Callers don’t faze me 
since | made a few ‘ground rules’ for myself. People 
drop in continually, so I make it a point to keep my boss’ 
office and my work space neat. A messy office makes a 
poor impression, and there isn’t always enough time to 
dash around and straighten it up before a visitor appears. 

“We have a coat rack for visitors’ overcoats and a 
table where they can put their hats and briefcases. | 
keep scratch pads and pencils handy. 

“If a group of men are coming in for a meeting. | 
make sure that we have enough chairs in advance. | 
gather all the correspondence and reports they may want 
to refer to, so | can bring them in at a moment's notice. 

“When the receptionist announces that the visitors 
have arrived, | go to meet them. After introducing myself 
as Mr. Brown’s secretary. | escort them to his office. At 
the door, I say, “Mr. North, Mr. Olson, and Mr. Smith, 
this is Mr. Brown. Then | take their coats and hats and 
close the door as | leave the room. 

“Closing the door lets the men talk freely,” she ex- 
plained, “but it has advantages for me, too. I can work 
without fear of disturbing them—and when some busy- 
body wants to know what was discussed, I can reply 


truthfully that “Il haven't the vaguest notion.” ” 


Continued on page 38 
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@ GETTING THERE is half the fun” runs the slogan of a 
well-known steamship company. And it certainly is when 
kurope is your destination. First class on the Liberté 
with its rare foods, gala dances, truly French atmosphere 


cabin class on the sleek United States with all the 


thrill of being on the world’s fastest liner . . . a first 
lass jet flight with orchids. champagne. dinner from 
\laxim’s. How exciting. how wonderful... 

“How expensive’ sighs many a would-be travelei 


making a quick comparison between fares and bank ac- 


count. Getting there may be fun but it can also be the 
most costly part of a vacation. 

Fellow sufferers. take heart. You can travel across the 
Atlantic 
banker. Youll have to spend some money, it’s true. but 


vou ll be 


mendous value it 


and still remain on a friendly basis with vou 


translating dollars into sense receiving tre- 
return and having just as good a time 
is those who can afford to travel high. How is all this 


possible ? Wen. ss 


Go tourist 


by ship. that is. Back in grandmother’s day. 


they called this class steerage, and while it got you 
where you wanted to go. it didn’t offer much in the wav 
of comfort or satisfaction. But times have changed—so 
much so that many of the shipping lines are putting most 


Makine 


new ships that carry from 40 to 100 


of their eggs in one basket labeled tourist class. 
their appearance 
passengers in first class, devote the rest of their space to 


tourist class. the smart Ryndam. 


One prime example 
Vaasdam and Statendam of the Holland-America Line. 
All are roomy. comfortable, spotless, beautifully deco- 
rated. geared to the traveler who wants to travel well at 
little cost. There are swimming pools and sports decks 
for the ambitious. deck chairs for the not-so-ambitious. 
morning and afternoon concerts, movies, 


horse races, 


dances, captain’s dinners—something to appeal to every- 
one. And the Dutch food is wonderful 
menus. but everything is good. For real thrift. travel in 
the off-season. $174 on the 


Ryndam and Maasdam. $183 on the Statendam. 


no choice as to 


Minimum one-way fares 


for something different. You'll travel with 


a very small group of fellow passengers 


Go freighter 
maybe 12 in 
all—that may include anyone from Cary Grant to the 
boy next door. No planned recreation or entertainment, 


but people who “go freighter” are generally in the 


“interesting” class. and there’s much impromptu fun. 


Spacious comfortable staterooms, lounges. 


passenger 
“oood and plenty” meals in the officers’ dining room. 


(Yne note of warning: be sure you're not in too much of 


thurry. Freighters can be a law unto themselves, and you 
may find yourself makine a cargo stop at an unscheduled 
port of call. It all adds to the thrill of traveling. The 
United States Lines, for example. has a number of 
23 


ireighters. Their off-season one-way fares (August ‘ 
\pril 14): to British ports, $180; to French ports, $190. 


Go Icelandic—if you take to the air, particularly if 
oure headed for Northern Europe. Icelandic Airlines 


ffers regularly scheduled flights at low, low prices, to 
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Some good0k ways to get there LEE 


Reykjavik. Bergen. Copenhagen, Glasgow, Gothenburg, 


Hamburg. London, Oslo, and Stavanger. Complimentary 
meals and refreshments are added inducements. Typical 
New York to Copenhagen, 
$4109.40: New York to London, $392.20. 


off-season round-trip fares: 


Go join a club—if you're the type who starts planning 


now for next year’s vacation. Just about every city and 


town can boast of one or more clubs political, social, 
religious, etc. The rapidly growing idea is for such a 
group to charter a plane for Europe. With all seats sold, 
each passenger may pay as little as $230 round trip. In 
most cases you may stay with the group once you get to 
your destination (paying extra for a European tour, of 
course) or you may strike out on your own—just so you 
make it back to the airport on the scheduled date and 
time. Federal regulations specify that you must be a 
club member for at least six months before the flight 
leaves; so if this mode of travel appeals to you, we urge 


you to join now so you can fly later. 














@ PUERTO RICO is a land of contrasts. There is probably 
no area of comparable size in the world that offers more 
variety per square mile. That this aptly named spot 
(Puerto Rico means rich port) is an island makes it all 
the more remarkable, for islands. as many a beach-weary 
traveler will attest, often betray a somewhat palling 
uniformity. 

Puerto Rico, as jammed full of delights as a Christmas 
fruit cake. lacks variety in only one direction—climate. 
The average temperature is 74° in the winter and 80 
in the summer. Refreshing trade winds always blow 


gently, and there is no such thing as a rainy season. The 





20 





sun shines 300 days a year—a pretty fair average. 

In one day on this magic island, it is possible to visit 
the oldest church in the Western Hemisphere, eat rasp- 
berries while walking under giant fern trees in a tropical 
rain forest, climb a mountain, explore ancient Indian 
caves covered with primitive paintings and carvings, 
lunch in a completely modern hotel overlooking the 
ocean. tread cobblestone streets reminiscent of old Spain, 
attend a first rate concert, theater. or ballet. play golf in 
the moat of an old Spanish castle. fish for lobsters by 
torchlight. or try your hand at roulette. 

If your energy is suflicient to accomplish all this in 
a single day. never fear that you will have nothing to oe- 
cupy you the next morning. Still untapped will be miles 
of empty white beaches, deep-sea fishing. tennis. sailing, 
skin diving. riding on the famous and unbelievably 
smooth-gaited paso fino horses. visits to sugar cane mills 
and pineapple fields, cock fights. drives along 3.000 miles 
of well-paved roads through always changing. always 
beauiful scenery, the colorful shops of old San Juan, 
numerous art galleries, the famous Festival Casals ( May 
1-22). and the breath-taking Phosphorescent Bay at 
Parguera. 

None of this. of course. is obligatory. and it is entirely 
possible to turn beachcomber at a secluded guest house 
yr turn hermit at a hotel high in the mountains. 

It is as easy to get to Puerto Rico as it is to find some- 
thing to enchant you once you arrive. There are daily 
non-stop flights from New York and Miami (Eastern and 
Pan-American) and daily service from most cities in the 
United States via Miami. New York. or. in some cases, 
via other Caribbean islands. British Overseas Airways 
offers service from New York by way of Bermuda. 

Puerto Rico is less than five and a half hours from 
New York and a mere four hours on Eastern’s newly 
inaugurated jet service from Idlewild Airport. 

How much will it cost? Here are some typical round- 
trip coach fares (allowing 14 pounds of luggage). First 
class will run from $20 to $70 higher in most cases. 
Vew York: via Miami—-$165.85; non-stop—-$135.20; 
economy—S$90.00. 

Viami: non-stop—-$91.10; via islands—$125.00. 
Philadelphia: §] 5.20. 

Washington and Baltimore: $135.20. 

Chicago: via Miami—-$192.10; via New York—$192.10: 
non-stop—$192.40. 

Boston: via New York $156.80. 
Vew Orleans: via Miami—-$174.10. 


Continued on page 42 


The old and the new meet in Puerto Rico. Note the Spanish 
colonial buildings on the left. the modern hotels below. 
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A concert at Aspen. 





The home of the Santa Fe Opera. 


wm COMES sUMMER. and across the United States many a 
town and city starts celebrating. It's Festival time—and 
that means waving flags. billowing tents. beautiful music. 
impassioned drama, gay crowds gathering for excitement 
and fun. 

lf you are planning to “go somewhere” on your vaca- 
tion and haven't quite decided on the “where,” why not 
consider a Festival town? You'll have all the regular 
features plus the extra added attractions that the special 
season offers. It adds up to a mighty potent package. 
Herewith just a few of the many festivals throughout 
country ... your local travel agent or the chamber 
commerce in the various cities and states can supply 


you with any additional information youll need. 


Vew York .. . the biggest city puts on its prettiest and 
brightest face as it proudly proclaims “New York is a 
Summer Festival.” Flags and flowers appear on all the 
enues ... landmarks are floodlighted . . . even Times 

ire and Broadway give an extra polish to their bright 


he 
n 


s. To do—any one of a hundred things. Take the 
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The hright lizhts al Neu York City. 


two-hour boat trip around Manhattan Island . . . take a 
five-cent ferry ride to the Statue of Liberty .. . tour 
the Stock Exchange and the United Nations... attend a 


symphony concert at Lewisohn Stadium, a chamber mu- 
sic concert in Washington Square, a jazz concert at Ran- 
dall’s Island—all outdoors . . . take a parachute jump at 
Coney Island or a cooling dip at Jones Beach. Take in a 
gay musical or a gripping drama (and theatre tickets are 
usually easier to come by in the summer). You can see 
tennis at Forest Hills, racing at Belmont, the Yankees 
at the Stadium. the Rockettes at the Music Hall. an out- 
door art exhibit in Greenwich Village. You can go 
Chinese, Hawaiian, French, Spanish, East Indian when 
you dine. You can dance under the Starlight Roof of 
the Waldorf or under nature’s stars in Central Park. And 
of course there are all the stores—who could resist a bit 
of shopping. One thing’s certain—you won't be bored. 
Two words of advice: make a hotel reservation before 
you leave home—and once in New York stop first at the 
Visitors Bureau at 90 East 42 Street. 


Tanglewood in Lenox. Massachusetts, is synonymous with 
music—for six weeks it serves as the summer home of the 
Boston Symphony. The setting—a magnificent estate 
high in the Berkshire Hills. During the week there are 
concerts by small chamber groups and the Berkshire 
Music Center Orchestra—then on weekends the sym- 
phony takes over. You can listen to Bach, Beethoven, or 
Berlioz—-sitting comfortably in the big Music Shed or 
with thousands outside on the vast lawns. The atmosphere 
is relaxed, informal—dinner, picnic style, is often the 
rule before a concert. For a change in tone try the cool. 
cool jazz at Music Inn, the dance festival at Jacob’s Pil- 
low. the summer theatre. There’s swimming and sailing 
in nearby Pittsfield, golf and riding galore, and always 
the hills for inspiration. Hotels are not numerous—your 
best bet is to stay at one of the inns or, more cheaply, 
at a guest house either in Lenox or in one of the neigh- 
boring towns. (You can write to the Chamber of Com- 
merce in Lenox for help with reservations.) One word 
of warning: If you plan to dine out on Saturday evening 


before the concert make a reserva- (Continued on page 44 
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@ GOING 


sity, or even mental flying carpet. You'll 


ABROAD... by choice, by neces- 
have more fun, fewer crises with these 
tourist-tested tips from Sabena Belgian 


World Airlines. 


Planning your itinerary is part of the 
fun, but journeying beyond the blueprint 
stage is easier with a travel agent. Res- 
ervations aren't revelations to him. 

Travel documents mark the in’s and 
outs of any trip. Your passport is your 
international identification card. Carry it 
with you at all times and never pack it 
in your luggage. Losing it can make you 


a D.P. 


nearest American consul. 


(diplomatic problem) for the 

Since it takes from two to four weeks 
to obtain a passport, apply early. And 
check the visa question, too here your 
travel agent can help again. 

\ word of advice for those hoping to 
return... Dont try it—not without a 
smallpox vaccination certificate under 
three years old. Customs may prove 
compassionate, but they still won't let 
you in. To avoid the modern version of 
Ellis Island, see a physician before 
leaving the U.S. 

Insurance policies. while unnecessary, 
may bring you peace of mind. You and 


-either 


your baggage can be guaranteed- 





for a single flight or—if you are pessi- 
mistic—for the entire trip. 

Currency. Travelers’ checks are cash- 
able all over the world but only by one 
traveler—you. This makes them really 
international and the safest of currency. 
For the added spice of foreign intrigue 
and your own convenience, you might 
carry a small hoard of one and five 


dollar bills. These are handy for tipping 


99 


— 


when you first arrive: when you leave 
they save you from converting a check 
into currency you no longer require— 
except as a souvenir. 

Dining abroad. 


Appetites, happily, 


are still in vogue everywhere—but meal 


times vary throughout the world. In 
London and Vienna, for example. culture 
comes before cuisine—opera or theater 


first. then on to dinner. Spain and Portu- 


gal also enjoy late—if rather formal- 
meals. Ireland and Scotland seldom 


serve lunch after two or dinner after 
eight—particularly in country regions. 
Norway offers you dinner at four-thirty, 
sandwiches and tea at nine. France 
serves apertifs from five to seven. 
European meals are usually richer. 
spicier, and larger than American. re- 
pasts, so beware and enjoy them in 
moderation. And remember. gourmet 
cooking is not confined to world-famous 
restaurants. That small bistro on the 
corner may have its own saucepan or 


sauterne specialty. 


Tipping. Here the difference between 
Paris and Pittsburgh is not one of lan- 
guage or custom, but simply of 15 per 
cent—the amount often added as a serv- 
ice charge to European hotel and food 
bills. Check to see if this has already 
been done, then... Wine stewards get 
about 10 per cent. Tip bellhops, 
doormen. and hotel concierges, 
theater ushers (except in Great 


Britain). and porters (unless they y / 


charge a set fee). 


Little 
shops mean atmosphere. big stores 
mean a standard price and the con- '&% 
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Shopping and_ shipping. 


venience of a shipping service for 
tourists—but a free port (like Brussels 
Airport) means a bargain hunter every 
time. Here you save more than time and 
legwork. You save good. hard cash. be- 
cause a free port assembles goods at 
prices often lower than those of the coun- 
tries which produced them. 


Packing pointers. Whether the knap- 
sack type, a trunk traveler, or a plain 
suitcase sitter—you ll be tempted to 
cram too much into too little. Unless 
Houdini was your grandfather. in which 
case youll have your own methods, try 
this. 

The first step is checking your ticket 
\laska or Hawaii. What 


you discover may affect the whole ques- 


for destination— 


tion of furs vs. fans. 
Next, for a feeling of competence and 
fewer complaints, list and assemble such 
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necessary but elusive articles as: 


glasses, 


collapsible hangers. sewing kit. safety 
pins, prescriptions. medicines, and cos- 
metics. The last items are carried best 
in sealed, plastic containers. Such con 
tainers are also useful for wet face 
cloths and bathing suits—should you 
find yourself quitting some location with 


excessive swiftness. 


In choosing your wardrobe itself, lean 
to basic. informal lines. to fabrics which 
ise-resistant. 
Hats should be crushable cloches that 


clean easily and are cre 
tuck into your luggage. and a thin. plas- 
tic raincoat is useful—promotion folders 
to the Shoes should be well 


fitting and for the 


contrary. 
ladies. low. High 
heels may be packed for pleasure. but 
flats are a must for promenading with 
comfort. 

And remember—if you are souvenir 
minded, it is wise leave some room 
in the suitcase. 

The actual method of packing is a deli- 
cate question, one which provokes two 
schools of thought. The first is supported 
by the devotees of folding. 

Each item is folded in a flat area the 
size of the case and then laid on top 
of another item. Vacant space is filled 
with tissue to prevent the movement and, 


therefore. the wrinkling of articles in 
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transit. With this system, most things 
travel well. but individual items are 
sometimes hard to locate. 

This. ingenious though it may be. is 
stubbornly opposed by the second school. 
To a woman. these favor the rolling tech- 
nique. Coats. cocktail dresses. and other 
crushable items may be exempted. but 
all else falls under “the system.” The 
case is filled with cylindrical groups. 
An odd arrangement? Perhaps, but you 
will find that things are easier to lo- 
cate. 

To “have the best of both worlds” try 
a compromise. Place rolls to a uniform 
height across the bottom of the bag. then 
pile folded things, which can be lifted 
off flat. on the top. 

Keep these tips in mind, and there'll 
be nary a wrinkle in anything you take 


along—least of all, your brow. 
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‘On our Good Looks Cover: swinging 
right into summer and right into a va- 
cation-bound svitcase—shirt and shorts 
tailored by the inimitable White Stag. 
The polo shirt, dolman-sleeved, comes 
in marigold, mint, pale blue, and black. 
Sizes: S, M, L. $3.98. Teamed with it, 
sail-cloth shorts in the popular — and 
flattering — Jamaica length. Colors: 
dark blue, red, mint, marigold, topaz, 
white, black. Sizes: 8-20. $4.95. 


On this page: Ship 'n Shore takes fruits 
and vegetables, scotters them madly 
on an overblouse. Loose, sleeveless, for 
cool comfort on even the warmest days. 
Two big pockets hold totable necessi- 
ties. Over shorts or slacks, this is the 
perfect look for summer ‘59. Multi- 
colored print on white. Sizes 30-38. The 
price? Just $2.98. 
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A. You're on the ball for croquet or any sport with 


this White Stag combination. A cotton shirt but 
tons down on sun-smart colors of blue. red. rice. 
and melon-seed colors re peate d in plaid as the 
matching “Slim Diggers” go Scotch. Shirt is sized 
8-18 at $3.95: “Slim Diggers” sized 10-18 at $6.95 
B. “Go Native” with this duo of homespun cotton 
and stage-struck coloring. The Pacifie Floral Skifl 





Shirt is printed in meridian blue, sunset -red: the 
“Smarty Pants” are also in tropic sand. atoll brown 
and fathom black. Koret of California’s washable 
finish makes them seem at home on islands from 
Majorca to Manhattan. Sizes 8-18. the shirt is $5.00 
“Smarty Pants.” $6.00. 
C. Score top marks with (Campus Gal. a smart ‘n 
sporty shoe of washable sailcloth. by Red Ball Jets 
Featuring a four-eyelet tie and trimly tapered toe, it's right in step with 59. The colors 
are black. beige. white. tangerine-ice. navy-blue and red. Narrow widths in sizes 4-10 
medium widths in sizes 5-10. Price, $4.50. 
D. From White Stag, a rainbow of color—the pima shirt with rolled sleeves. the poplii 
Jamaica shorts. In pale pink. pale green, rose, white, coffee, gold, and blue. Shirt, 10-18 
at $4.95: shorts, 8-18, at $5.95. 
E. Be in the swim with this figure-following suit of orlon and elastic by Lee Beachwear 
White with black, red, copper, or pink. Sizes 32-38. Price, $11.00. 
Where to Buy 
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AZY HOT DAYS, sunshine. and sandy beaches are in 

the offing. Bathing suits, shorts and, where possible, 
sun tans will be the regulation costume. Feet will be bare 
or sandal-shod, but wherever you step they'll be in evi- 
dence—ten toes, two heels, and a go-between, helping 
you win or lose your petition for beauty. 

Should your feet seem somewhat less than beautiful. 
then it’s time for you to establish a firm toe hold on 
glamour. 

Start with a check-up to locate those corns and cal- 
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By Kathy Larkin 


luses. bumps and bunions. If you are a normally active 
voung lady with high heels and a career—matrimonial 
or business—you won't have long to look. 

Having examined the damage, try these nine do’s and 
don'ts for the warm weather. They are suggested by Dr. 
William Scholl) who has managed to survive some 43 hot 
summers since he first initiated Foot Comfort Week 


(June 20-27). 


1. When washing your feet, pay special attention to 
the area between your toes and behind your heels. This 
last is particularly vulnerable. If permitted to grow 
hard and dry, the skin here may develop an abnormal 
and sensitive condition known as bursitis. Remember 

even Achilles had his heel. 

2. Don't wear the same shoes within a two-day period. 
Varying your foot gear will give your feet a rest and 
extend the life of your shoes. This will also provide 
your co-workers with a change of pace in their fashion 
viewing. 

3. Elevate your feet whenever possible. This en- 
courages good circulation. 

1. Do not apply the razor-blade technique to corns, 
dead skin, etc. If you are not a qualified surgeon, you 
may be an amateur butcher instead—but why discover 
the fact by practicing on yourself? Until you can find 
another victim, try corn plasters and pumice stones. 
These will prove less exciting—but safer. 

5. For a pleasant fragrance and comfort too, baby 
your feet with dusting powder. 

6. Three-inch heels may be the true “height of fash- 
ion” but being in fashion all day, and day after day, is 
not a wise idea. When possible, vary your shoe styles 
from high to low. Spike heels worn continually force up 
the back of your heel, cramping calf muscles into a 
smaller area. When you switch back to flats, your heel 
is brought down again and your leg muscles subjected 
to a steady pull, with painful results. 

7. Apply soft, cushioning pads to tender spots im- 
mediately. This protects your feet from the irritating 
rub of shoe leather which could further inflame the 
sore area. 
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&. To relieve hot, tired feet, wash fatigue and dis- 
comfort away with a foot bath. For supple. flexible feet 
follow the bath with a massage, using balm and sooth- 
ing lotions. 

9. Above all—don’t wear improperly fitted shoes or 


hose. 


If you have large feet, resign yourself to the fact 
that nature was generous. Comfort yourself with the 
thought that long feet are supposedly a sign of aristoc- 
racy. Say to yourself—if Elizabeth I had ever meas- 
ured her foot, history undoubtedly would have known 
it as a foot of mighty proportions, nothing puny or small. 
One sees it as something noble, something in the nature 
of a size twelve perhaps... 

Should this fail. remember one thing: large feet 
“persuaded” into Cinderella-sized shoes are a sign of 
only one thing—trouble. 

Shoes that are too small can easily result in deformed 
feet, something the ancient Chinese learned centuries 
ago. The bound feet of their young ladies proved 
dainty, of an unbelievable size, and . . . hopelessly 
crippled. 

Foot bandages may be museum articles today, but 
the problem of matching looks with logic remains. Take 
high heels, for example . . 

Heels really keep a gal on her toes. But. should these 
same toes lack room to move, they can only scrunch up 
and bear the burden, light or heavy, that is you. The 
sad but almost certain result—bent and knobby “ham- 
mer toes.” 

Size is an increasingly important element with today’s 
pointed styles and narrow lines. Ill-fitting shoes and 
shoes that are too narrow squeeze the toes together en- 
couraging bunions. The big toe is pushed over at an 
angle into the others, forcing the bone at its base out 
of alignment. Cotton taped between the toes will help 
to correct this, but the final answer is, of course, shoes 
that fit your foot—not your dreams. 


And... 


don’t experiment. Do see a doctor. 


when corns or calluses refuse to conform, 


Like other muscles, those in your feet can become 
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flabby—letting you down on these traditional flat feet. 
To strengthen your foot muscles, try these simple 


exercises. 


1. With feet flat on the ground, raise yourself rhyth- 
mically on tiptoe, hold it. Then lower yourself again. 
Repeat this ten times. 

2. Sitting upright in a chair, knees crossed, make a 
circular motion with your foot ten times. Repeat this 
with the other foot. 

3. Roll a bottle or some other cylindrical object back 
and forth under the sole of the foot. This exercise has 
one advantage for the warm weather. It can be done 


minus lifted eyebrows—at the beach. 


With examinations and exercises over, things basic 
are finished. Things beautiful should begin with a pedi- 
cure, with trim nails that are smooth skyrockets of 
color . . . for summer's revealing styles leave your feet 


wide open—to justified criticism. 


1. File your toenails straight across with an emery 
board. Do not file them down at the sides, since this can 
cause ingrown toenails. 

2. After a thorough soaking in warm, soapy water, 
rinse and dry. Then separate the toes with small rolls 
of tissue. 

3. Apply cuticle remover with a lightly cotton-tipped 
Work gently around the cuticle, 
pushing it back from the nails. 


orangewood stick. 


1. Cleanse the nails with polish remover and brush on 
a thin base coat. 

5. When you choose your shade of polish be certain 
the color, if not matched with that on your fingernails, 
which is preferable, is at least in the same color family. 
That done, apply it as if you were giving yourself a 


manicure. 


Do all this and you'll be ready for those two steps to 
summer, ready because—with care and cosmetics 
you've already taken two steps necessary for summer 


beauty . . . feet first. 
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Vote the lack of proportion in this specimen. 


A MATTER OF 
PROPORTION 


by FLORENCE ELAINE ULRICH 
Director, Gregg Awards Department 
decisions. OG A de- criticisms. The outline for vou will have 


ID ISIONS 


cisions! Ours to make: yours to await. 
And that’s just how we're spending our 
time separating the good contest en- 
tries from the bad ones. the best from 
the good. It’s hard work, but a challenge. 
While doing this sleuthing. we noticed 
that 


tripped up even the best student writers. 


there were some contest words 
(mong these ornery outlines were: prac- 
tice, plan, great, you will have, because, 
we feel, sincerely, strive, and followed. 
All are words found frequently in daily 
dictations. The faults, stemming mainly 
from inattention, were primarily in lack 
of proportion and length of stroke. Many 
writers whose specimens exhibited skill 


hooks 


failed to observe proportion in the above 


in turning circles and _ writing 
outlines. 

The two contest entries reproduced 
above exemplify these and other points. 
Notice the lack of proportion in the first 
specimen as contrasted to the relative 
consistency of character execution in the 
second, pin-winning entry. 


But let us be more specific in our 
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was repeatedly written with a wide hook 
stroke. 


sreat was frequently written as kr. Pro- 


that resembled the / The gr in 
portion will be better maintained in the 
reversed curves of unequal length if they 
And 
lacks 


depend on 


are written with a hump. 


know. if 


proportion 


as you 


your shorthand proper 


you must your 


memory or the context to give vou the 
correct transcription of the word. Such 
guesswork is often wrong—the only sure 
answer comes from accurate notes. 
Other the 


light were in practice and plan. In some 


errors contest brought to 
instances, the pr in practice was written 
like pl in plan. There was no difleren- 
tiation in the length of the consonants. To 
improve proportion, select and practice 
words in the OGA test that are formed 
with similar strokes in varying propor- 
tions. Such remedial exercises will train 
both the hands and the mind to make the 
outlines correctly. 

The hooks in because, we feel, fol- 
lowed, and so that the were often formed 


incorrectly, even by writers who wrote 


oe 


:—— oo Ce 
ae o~ aa a4 
yee i Or An 
Came » —r\.° 
os a CO 


< e > " fi 
ao” 
— oe - 
4 
—zJ OF on — =} 
/ / < 7 
i= : 7 
F DPD 
b 4 a io - 
ae — > cd Za FD 
a 
> 5s ¢. C -) 
pres 
3 
, Ss? ae ‘ > 2 on a 
_&....., ? ~~ A ? on 
39 gia aa f/*4 
A -c> 4“ 4 
ve pa 2 
aA ile \ ae ii 4 
y 7 e 
a C+. 2 
P 4 on, < o 
Y Le — a ZF 
= 
i mn | PCa Pl 
' hood —y a & 4 L/ 
= a e-4 oa ~- 








Hooks 
should be deep and narrow regardless of 
the 


them correctly in other outlines. 


combinations in which they are 
written. 


‘\" Se « ouple we 


cause 


he- 


in 


feel and sincerely 


many students wrote the hook 


like 


sinc erely 


an s and, conversely, the s 

like a hook. The 
curves for s should be written like p, 5, 
but Also, 


when s precedes a downstroke as in sap, 


we in 


miniature 
f, or 1 very much shorter. 
the base of the downstroke or p should 
rest on the line of writing. 

Some writers did not have the knack 
of the ¢tr_ stroke 


strive. The r stroke was often too long 


forming correctly in 
and occasionally it dragged down at the 
end, making the joining of v difficult and 
unsightly. S in this combination must be 
written much like a longhand comma in 
the 


combination in various words until you 


slant and formation. Practice st 


can execute it smoothly at will. 
Gregg writers from every corner of 


the globe entered shorthand specimens 
in this years OGA contest. There were 


thousands to read and judge, but it was 


$l 











a pleasurable task when the entrants 
displayed superior writing skills. And 
many did. We will tell you more about 
month when we an- 


the contest next 


nounce the individual and group win- 
ners. so look for your name in the June 
issue, 


If vou are one of those who did not 


earn OG A membership in the contest, 


take this month’s test published below. 


Strive to earn all the credentials for 


vour Achievement Record album. If 


you ll buckle down to serious practice 
lor the weeks. the 


next two or. three 


results will amaze vou. We know of one 


student, a mature person already em- 
ployed, who had to learn shorthand or 
lose her job. She had two weeks to 
master the skill before taking a com- 
pany test. These were weeks of intense 
study and practice. but at the end of 
this time she passed the required 60-word 
test and kept her position. True, she 


Was not as proficient in the use of 


shorthand as many of you. but = she 


did acquire enough knowledge tor her 
immediate needs. In the succeeding 
weeks, of course. she gained additional 
skills demanded for the reportorial part 
work as executive 


of het secretary to 





her companys chairman ot the board. 
Getting a job done is generally making 
Why 


down right now the tests you want to 


up your mind to do it. not jot 
pass this month in order to complete 
The 


a valuable testimonial of 


Achievement Record album. 


latter will be 


your 


school accomplishments when you're 
applying for future positions. And don’t 
be satisfied with a few of the certificates 

aim toward a complete 32-certificate 
book. What better way to get your foot 
inside the door—and once there, to stay. 
It may be the passport to a successful 


busine ss career. 





JUNIOR 
OGA 


(Order of Gregg Artists) 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship 


You may copy line for line or 
in narrower columns; you may use 
either blank or ruled paper. Shorthand 

notebook paper is fine. 
Your writing may earn you a 
Junior OG A certificate or pin. 














SENIOR 
OGA 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OGA certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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[Current Date] Words 
Mr. George Saunders, Personnel Director; Ameri- 9 
can Insurance Company; 1200 Broadway; New York is 
24, New York. Dear George: Attached is a copy of 28 
the article I was telling you about at lunch the other 39 
day. There might be some ideas in it which you 48 
could incorporate in your memorandum to the staff 58 
on personal phone calls. . 64 
We have a very lenient policy at Ferris in regard 7 
to making and receiving personal phone calls; yet s 
we have found that our employees do not abuse this 9% 
privilege. I am sure, though, that if the matter got 105 
out of hand I would take similar steps as you are. 115 
I do hope, George, that your plan of action solves 125 
your problem. With your record I’m sure that things 136 
will get back to normal real soon. Keep me informed. 147 
Sincerely yours, Jerry Kennedy. Enclosure 155 
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JUNIOR 
OAT 


(Order of Artistic Typists) 


To qualify for an award, this letter 

must be: (1) well placed, (2) neat, 

(3) indented uniformly throughout, 

(4) correctly spelled and punctuated, 
and (5) accurately typed—no strikeovers 
or typographic errors. Leave a blank 

line between paragraphs, even in 
single-spaced material. 


Practice the letter as often as you wish. 
Submit your best specimen for an award. 
You may use either plain paper or 

a letterhead, whichever you prefer. 


The word count will enable you 
to check your production time; however, 
this is not a speed test. 





TO GET YOUR AWARD 

Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of mames, designating the award 
desired by each candidate. * Test ap- 
plications received without fees are 
held thirty days only. * Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ac- 
cordance with the rules.”” * May copy 
is good as membership tests for OAT, 
CT (page 34), and OCGA Awards until 
June 25, 1959. 











SENIOR 
OAT 


Use a full sheet of plain, white paper 
for your original and also 

make one carbon copy. 

Type carefully, and be sure to make all 
the corrections indicated, 


The test may be retyped until 


you feel that the copy you are 
submitting represents your best work. 
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ETEN T TYPIUST TES T 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
mead. detle total by aumber of tinutes: of, to O06 net speed, subtract error bejore dividing by number of minutes. More than five errors 
disqualifies a Competent Typist Test for an award 
I y should be double spaced.) Words Words 
Flowers are living, breathing things; 8 cold water almost up to the blossoms. 339 
like human beings, they thrive under 15 However, be careful not to wet the blos- 347 
proper care. If they are neglected, 22 soms themselves. Then leave them ina 355 
flowers soon wither and droop and die. 30 cool room for several hours. Many _ 362 
For this reason, you may want to learn 38 flowers thus cared for will make avery 369 
several simple and helpful rules forthe 46 sprightly comeback. 373 
care and placement and use of flowers. 54 Here are some rules on caring for 381 
It is important to know how to care 61 plants. As soon as you receive a plant, 389 
for cut flowers. Stems of many flowers 69 ask your florist about its habits and its 397 
should be cut when you receive them. 77 needs; then follow his suggestions. If 405 
The flowers are thirsty, and water is 85 it is a plant that blooms, keep it where 413 
not only drink but also food to them. 22 it can have plenty of sunshine. Sun- 421 
Try to make it possible for the flowers 100 shine encourages its blooms and makes 428 
to get a sufficient quantity of this nec- 108 their color more intense. Proper water- 436 
essary life-giving water. Cutevery stem 117 ing isimportant for plants. Waterthem 444 
to the desired length with a sharp 1% when they are dry, but do not get any 452 
knife. Use a long, diagonal stroke, be- 132 water on the foliage or blossoms. It isa 460 
cause this makes it possible for the 139 good idea to water plants in the day- 468 
flowers to absorb the largest amount of 147 time. Then if any water accidentally 475 
water. Do not use scissors for the cut- 155 falls on the foliage or the blooms, it will 42: 
ting—the blades tend to crush and 162 evaporate quickly. 488 
mangle the stem. Then without delay, 169 There is a place for flowers in every 496 
put the stem into water. As inthe case _ 178 room of the home. Flowers make it a_ 503 
of humans, Nature begins immediately 185 brighter and more cheerful place in 510 
to heal the cut and seal it over. If the 193 which to live. The living room is a_ 518 
stem is exposed to air, even only a few _ 201 wonderful place in which to achieve 525 
moments after it is cut, it might as well 210 beauty through the use of flowers. Ifthe 533 
never have been cut at all. 216 room is rather dignified, flower arrange- 541 
It is highly important that the con- 223 ments must be simple. If it is aninfor- 549 
tainer you choose for the flowers be 230 mal room, use more colorful flowers and 557 
roomy. It is as possible to choke a_ 237 brighter containers. 561 
flower, to cut off the circulation of its 246 Flowers have their everyday uses in 569 
vital life force, as it is tochoke ahuman 255 the dining room. You may have noticed 577 
being. So never use a container into 262 that a few flowers on the dining table 585 
which you must jam your flowers. Al- 269 make meals happier. When you are 591 
ways be sure that the flowers have a 277 planning your flower decorations for a 599 
good supply of water, and keep adding 284 formal dinner, be sure to obtain the ex- 607 
to the water in the container to allow 292 pert advice of your florist. This is one 615 
for the evaporation that will take place. 300 occasion that must be correct in every 623 
If the flowers show indications of 308 detail, for a hostess may stand or fall 631 
wilting, there is a very effective treat- 316 as a result of the manner in which her _ 639 
ment you can give them. Cut the stems 324 table is decorated. 643 
again and then immerse themintodeep, 331 


34 


(Repeat from the beginning to complete a ten-minute test.) 
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ur speeds of typing 
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TRANSCRIPTION PROJECT 


One way to help the boss live longer--turn out 
perfect letters. After you've read the specimens below, 
make a note of the ten mistakes in each that could 
aggravate a busy employer's ulcers! 


» 


Dear Mr. Brown: 
Thank you for your letter asking 


about the Schroon lake Boys C 


myY 
aibe 


on the northern 
in the heart of the 
and we have boys from six 
to 16 years of age. It is a place where 
a boy will have a good time enjoying all 
kinds of athletic activities planed by a 
group of trained councilors. Full par- 
ticulars are included in the enclosed 
brocure. 


The charge for the entire Season, 
starting July 1 and ends August 26, is 
$450. Half this sum is do when you make 
the reservation for your boy, and the rest 
is payable after his four weeks’ at camp. 


Our camp is located 
end of Schroon Lake 
Adirondack Mts. 


May we suggest, Mr. Brown, that you 
send us your son's application as soon as 
possible. Every day reservations pour in, 
and we know you want to assure your boy a 
happy vacation at our camp this summer. 


Cordially yours, 


* * x 


Dear Mrs. Smith: 

Thank you for stopping at our store 
last Tues. with your deflective Mason 
electric mixer. After you left, we exa- 
mined some of the other Mason mixers we 
had in stock and found that none of them 
worked. 


We have checked this matter with the 
manufacturor, and he claims that apart 
has been unproperly set in the mixers and 
that this is why they do not work. 


With your permission, we will send 
your mixer back to the Mason factory. 
They will ether fix it or give you a 
brand-new one. It the mixer still does 
not meet with your satifaction we will be 
glad to refund your money. 


Sincerely yours, 


(See page 44 for answers) 
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AUTUMN: 


muttered 

mirror 

zero 

nylons 

swallow 

crumb 

sophisticated 
assistant 
inferiority complex 
closet 

mysteriously 

warned 
autumn! 
hesitated 
entrance 
Homburg” 
stammered 
nonchalant 
corridor ‘ 
vaguely 
stairway” 
impulse 
support 
frown 
murmured 
curiously 
lukewarm 
fumbling 
tablets 


seasons are not capitalized ex- 


cept when used as personifications 


2HOMBURG (meaning): 
dented crown, 


3NONCHALANT (meaning): 


a man's 
first worn in Homburg 


hat with 


lacking in enthu- 


siasm or interest; indifferent 


4CORRIDOR (spelling): 


regulator, selector, 


mentor, factor, equator 


SSTAIRWAY (spelling): 
hallway, alleyway 


leeway; 


doorway, passageway, 


TODAY'S SECRETARY 


Continued from page 13) 

With other executive staff members, Gloria lunches 
in the dining room with the guests. Then it’s back to her 
desk again until 4 p.m., when the sound of a very special 
auto horn announces that husband Doug has arrived to 
take her home to their three children—Jimmy, eleven, 
Carolyn, eight, and Michael. three. 

One of nine children, Gloria was born of mixed 
French-Portuguese parentage on a small French island, 
St. Martin. Her family moved to Jamaica soon after- 
ward, and she was educated at a private preparatory 
school and later at Suthmere Commercial School. 

Gloria’s first job was as a junior stenographer with a 
Jamaican travel agency. When she married, she and her 
husband both worked on the staff of the Columbus Inn, 
a small hotel on the island’s north shore, and then joined 
the staff at Tower Isle, a new hotel which spearheaded 
the growth of the tourist area at Ocho Rios. 

After several years in the hotel trade, Gloria’s husband 
accepted a position with the Mercedes-Benz auto sales 
agency in Kingston, the island’s capital; and Gloria 
went into “temporary retirement” to await the arrival 
of Carelyn, her second child. Within a year, however. 
she was back at work—this time at the Myrtle Bank, 
where she has served as secretary to three managers. 

She has found that life in Jamaica is very pleasant for 
the working wife and mother. Secretarial salaries seem 
from $18 to $40 
per week, the latter top salary for a highly qualified girl. 
Yet Gloria has a household staff of four (cook, laundress, 


nursemaid. and gardener) to care for her youngsters 


4 


very small by American standards 


and her lovely suburban home while she is at the office. 
In addition, she has few wardrobe problems. She usually 
wears a uniform (smart dark gaberdine skirt, tailored 
blouse) to work. And since the temperature hovers in 
the high seventies all year round, cotton is queen, even 
for gala occasions. To have an island dressmaker run up 
an exclusive creation for dancing costs Gloria about 
three dollars. with material a little more. 

‘As for my job itself.” Gloria adds, “I couldn’t imag- 
ine any work I'd like more than this. My boss is a won- 
derful guy. He is understanding and has a great sense 
of humor. I work hard, but I work on my own initiative. 
And there is never a dull moment. Every day there is 
some new person to greet, some new problem to solve, 
some new obstacle to overcome. That’s what keeps you 


on your toes—and makes life interesting.’ 





WHERE TO BUY 


This month’s fashions may be found at the following: 


: Bonwit Teller’s, New York; I. Magnin, San Francisco. 


Clover 


Page 23: Gimbel’s, New York: Marshall Field, Chicago; 
Macy's, San Francisco. 
Pave 24: Bloomingdale’s, New York; Kaufmann’s, Pittsburgh; 


Schuster’s, Milwaukee. 


= 
) 


\. Chaleef, Newark: Marshall Field, Chicago; Kilpatrick’s, 
Omaha, Nebraska. 

8. Goudechaux’s, Baton Rouge, La.: 
llock’s, Los Angeles. 

Found in stores throughout the country. 
1). Marshall Field, Chicago: Desmond’s, Los Angeles. 


lk. Gimbel’s, New York: Rich’s, Atlanta. 
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Joske's San Antonio; 
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NEW ROYTYPE 


PLASTIC TYPE CLEANER 





Just press it on type faces... liftit off... 


your typewriter type is as clean as a whistle! 


You can use the new ROYTYPE ‘ 
Plastic T ype Cleaner over and over . 

again—because it’s made of dura- 
ble, flexible, long-lasting plastic. 


Order now from your Mr. Roy Type, 
the ROYTYPE Representative. 


ROYTYPE 


Products of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters, 
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GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 
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Escape 

to Life! 

IN THE ROCKIES... 

Plan now to take a Wilderness Trail Ride in Wyoming, 
Colorado. or New Mexico for your vacation this summer. 
Everything provided: tents. horses. medical care, food. 


Small groups. Beginners, as well as seasoned riders, will 


enjoy a Western Wilderness Trail Ride. 
Write NOW for informative tolder 


DONS TRAIL RIDES IN THE WEST 


For Men and Women 


BOX 1229, SANTA FE, NEW MEXICO 














NOW TODAY’S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home library. 

These famous Jesse Jones files, especially designed for 
TODAY'S SECRETARY, keep your copies orderly, read- 
ily accessible for future reference. Guard against sviling, 
tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 
handle; allows any copy to be removed. 

These durable files come in a rich blue and gray Kivar 
cover that looks and feels like leather and with 16-carat 
gold lettering. 

Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid. 
Add $1.00 postage for orders outside U.S. Satisfaction 
unconditionally guaranteed or your money back. 


Jesse Jones Box Corporation, Dept. TS 
P. O. Box 5120 

Philadelphia 41, Pennsylvania 
Please send me, postpaid, TODAY'S SECRETARY 


files. | enclose 





THE OFFICE HOSTESS 


(Continued from page 18 











While it is a sign of good manners to let your boss and 
his visitor have privacy during their talk. don't do a 
complete vanishing act. The thoughtful secretary re- 
mains available. Her boss may need papers from the 
file or figures from another department: he may ask her 
to make a phone call or invite an associate to meet the 
Visitor. 

If vou work in the same office with your boss. it may 
be difficult to insure his privacy. yet remain available. 
One woman solved this problem by scheduling her work 
so that she could leave her desk when a discussion was 
confidential. Before ushering in a visitor. she would tell 
her boss where she would be working in case he needed 
her. 

Several secretaries suggested other wavs of making 
vourself useful in connection with callers: 

(1) Keep a record of visitors and. if possible. the sub- 
ject of the call. 

(2) Follow through on any details that have to be 
taken care of afterwards——confirming letters. orders or 


arrangements to be made. and so on. 


>) Remember names and faces so that you can greet 
frequent callers more cordially. 

(4) Try to avoid interrupting a visit unless an urgent 
matter comes up. 

(5) Make a note of anything that will need the boss’ 
attention later and give the message to your boss as soon 


as the visitor leaves. 


Saying “No” Graciously 

Bosses vary in their willingness to see visitors, and 
they expect their secretaries to follow their wishes. Some 
extremely busy men do not have the time to see all the 
people who ask for an interview. One secretary whose 
boss was seldom available stressed the importance of 
being able to turn down such requests so graciously that 
people do not feel they have been given the “brush off.” 

She outlined her way of handling the situation: “When 
my boss is busy. I go to the reception room and intro- 
duce myself to the caller. Then I explain that Mr. Evans 
is busy and inquire whether someone else can help him. 
Sometimes I can take care of the matter. If not, I ask 
one of the other executives to see the visitor. In that case. 
I always take the visitor to the other person’s office and 
introduce them. 

“Occasionally, a visitor will insist that no one else will 
do. Then I take his name and telephone number and set 
up a tentative appointment with my boss. After checking 


the appointment, I telephone the visitor to confirm it.” 


The Revolving Door 

Sometimes, an executive has so many appointments 
that it is necessary for one caller to wait until the present 
visitor leaves. Secretaries who wonder how they can 
make the wait seem shorter will find the advice of a 
Denver girl helpful. “I offer the visitor a chair in my 
office and take his hat and coat. We keep the morning 


TODAY'S SECRETARY 
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at 
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ewspaper and company literature on 
hand. 

“If he prefers to chat and I am not 
too busy. I listen politely: but I never 
start the conversation. When I think he 
may have to wait quite a while, | offer 
to take him on a short tour of our plart. 
\len love to watch machinery. and like 
to see how different products are made. 

“When there is still time to kill after 
that. | may get the visitor a cup of coffee 
from the vending machines. I also tell 
him that he is free to use the telephone.” 


One of the Family 

You may work for a man whose wife 
ind children visit the office on occasion. 
In that case. both your boss and his fam- 
ly will appreciate your efforts to make 
them feel welcome. The rules of eti- 
quette on this point are simple. Greet 
the boss’ wife pleasantly, but let her 
take the lead in any conversation. If you 
isten to her attentively. you will avoid 
the main pitfall in getting along with 
the boss’ wife: making her feel like an 
ntruder. 

You should have no problem as far as 
the children are concerned, either. Young- 
sters in the upper grades or in high 
school will probably find a plant tour or 
in explanation of various office machines 
intriguing. To take care of the little ones. 
here is an idea: “I keep a box of crayons 


n my desk for their visits. | seat the 


children at empty desks and give them 
crayons and scratch pads. 

“If they do get restless, I treat them 
to Cokes or candy bars from the vending 
machines. This makes a big hit with the 
youngsters. They love to come to the 
office, and we get along fine.” 


Relaying a Summons 


When your boss asks to see an asso- 
ciate or employee, it is considerate to let 
the person involved know what will be 
discussed. There is something about a 
summons to the boss office that puts 
dread into the average person’s heart. 
The invariable reaction is to make a 
quick examination of conscience. A tact- 
ful woman developed a way to put people 
at ease in such cases. “If the boss wants 
to see Mr. Harrison, for instance, [Il say 
something like this: “Mr. Harrison, Mr. 
Green would like to see you about the 
new manual. This lets him know what 
papers and figures to bring along. It also 
reassures him he is not being called on 
the carpet!” 

Similar thoughtfulness can make any 
Visitors stay a pleasant one. If you fol- 
low these hints on etiquette from success- 
ful secretaries, you will get good results. 
Visitors will feel welcome and important. 
Your boss will be pleased by your cour- 
tesy. And you will feel the satisfaction 
of turning in a stellar performance as 
office hostess. 


















WE KEEP A ORYSTIK AT 
EVERY DESK. ITS SO 
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PAPER PASTING 
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| PASTE 
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® Posts bulletins 
© Holds letters in folder 
@ Eliminates paper clips, 
staples, thumbtacks 






ony-stik 


SURE SENSITIVE | 
PICKS INSTANTLY 


Always ready for clean, instant 
use. Out-sticks a quart of rubber 
cement. Can't stain, curl, spoil, 
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Write for 
FREE Carbon 
samples— 
on company 
letterhead 











KEE 


longer wear. 


OX 


CARBON PAPER 
in the exclusive ECONOMIZER BOX 





CLEAN HANDS * CLEAN WORK + CLEAN DESK 


with 


GRIP-N-PULL 


Typists enjoy working with Grip-N-Pull because it’s 
so clean and easy to handle. And they really appreci- 
ate the fact that Kee Lox Grip-N-Pull carbon warns 
them that the last typing lines are coming up! The 
patented Economizer Box automatically aligns carbon 
and copy paper. It also provides automatic rotation, 
which means evenness of wear, uniformity of copy and 


Ail carbons are removed quickly in one clean 
operation, using uncoated edge. 


Lower right of uncoated edge is die cut to tell 
how much space is left at bottom of sheet. 


MANUFACTURING COMPANY, Dept. 1S-59, Rochester 1, New York 


CARBON PAPERS AND INKED RIBBONS 
| Sold through KEE-LOX branches and selected independent stationers 
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it's great to be 
in NEW YORK 


... especially when you live at 


the BARBIZON 


for women! 


I you're coming to New York City to work 
or attend school—stay at a hotel that’s just right 
for you. You'll meet the nicest people, young career 
women, many of your own classmates, more than 
likely. And the Barbizon has everything— swimming 
pool, solarium, music studios, library, all hotel 
services. All rooms have radio, TV available. 


Relax and enjoy the Barbizon swimming pool 
. . Or lounge on the roof-terrace where you 
overlook the world’s most enchanting skyline! ; 








On the Smart East Side . . . New York's 
Most Exclusive Hotel for Young Women 
Daily from $4.50. Weekly rates on request 


She Lrarbizou 


Lexington Ave. at 63rd St., New York City 
Write for Booklet E-5 








BEWARE 


of buying any dictionary 
Said to be 
“just as good” as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster’s New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster’s New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
Supreme Authority” throughout the 
English-speaking world. 


Only Webster’s New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 


Only Webster’s New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster’s New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 
throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 
Webster. Ask for it by name. 


& Mevuam-Webslir 
REG. U. S. PAT. OFF. 
G. & C. MERRIAM CO., Springfield 2, Mass. 
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(Continued from page 20 
Los Angeles and San Francisco: via New 
York, Miami. or New Orleans—$326.00. 
If a ship is more to your liking, there 
that 
regular service from New York, Montreal, 
New 


and 


are 12-passenger freighters offer 
Orleans. Galveston, San Francisco. 
Los Angeles (Alcoa, Bull. Lykes. 
Pope and Talbot, and the Waterman 
Many make 


Puerto Rico a port of call. (The SS Evan- 


lines). cruise ships also 

geline sails regularly from Maimi.) 
You don’t need a passport or visa, and 

there are no customs requirements or 


inoculations necessary. You are also 
spared the mental gymnastics involved in 
changing money. When you land at San 
Juan’s beautiful and modern Isla Verde 
airport you need only walk past the lily 
ponds and fountains—accepting or not 
the welcome of a complimentary daiquiri 
made with the island’s famous rum—to a 
waiting taxi which will take you straight 
to your hotel (about $1 for the trip). 

246.000 visi- 


tors are expected at this delightful island 


Here, a word of warning 


in 1959. Don’t for even a moment enter- 
tain the idea of pie king your hotel after 
you arrive. for you will more than likely 
find that the only reservation available 
will be one on the next plane home. The 
best plan of action is a pre-trip conference 
Let know 


how much you want to spend and the kind 


with your travel agent. him 
of hotel you prefer. 

San Juan is the island’s principal city. 
and you will probably want to make it 
your headquarters. There are accommo- 
dations galore to suit both pocketbook 
and fancy -the plush Gold Coast hotels. 
such as the Caribe Hilton and Condado 
the 


ocean: the Olimpo Court, in the resi- 


Beach with balconies overlooking 
dential section with its kitchenette apart- 
ments; the more secluded guest houses 
like the Magdalena and the Trade Winds: 
or the charming Palace Hotel on cobble- 
stoned Tetuan Street in Old San Juan. 
Rates vary. The following will give you 
a general idea of prices. Undoubtedly 
your travel agent will be able to supply 
you with literature on these spots and 
many more as well. 
Rooms Single Double 


Caribe Hilton 430 $15-23 $19-27 


Condado Beach 180 13-21 16-24 
Escambron 

(ocean front) 58 9 14 
Olimpo Court (kitch- 

enette apts.) 116 5-10 6-14 
Magdalena Guest 

House 12 3.50-7 6-9 
Miramar Guest 

House 20 3.50-7 6-9 
Palace 67 2.50-7 8-12 


The very first thing you should do after 
arriving at your hotel is pick up a copy 








Completely port- 
able! Place it any- 
where. Move it 
from desk to desk. 
All metal construc- 
tion. Stronger cutters 

sharper points. Available in 
Green, Blue, Sandtone, Gray. 
Order today from your lo- 


cal stationer. 
C. Howard Hunt Pen Co 


e 
BOSTON 
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ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
FOR $1.35 





ONLY 


Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX Go... Dept. TS5 


2607 North 25th Ave. © Franklin Park, Ill. 
TODAY'S SECRETARY 





+ 


BEAUTY 
AIDS 





















TIK GL SERVICED Us.. 7099B 


FOR BOTH THE 
GIRL... and the 
letters she types! 


TIK CALL_SERVICE) v.s.a. 7099 


Cosmeticians supply 
beauty aids for the 
girl. A.W. FABER 
provides beauty 

aids for the letters 
she types. 

Houdini himself 
couldn’t have done a 
clean erasing job 
with a bulky eraser. 
That's why 
A.W.FABER invented 
ERASERSTIK—a 
slim, trim, white- 
polished beauty that 
takes out a single 





AW.FaBer &RASER 





Vf, 








letter without smudg- 
ing the whole word. 
With ERASERSTIK 

you erase without a 
trace. Attractive girls 
generally turn out attractive 
letters. That’s why we sell 

sO many ERASERSTIKS. How 
about you? Got a couple 
sitting by your machine? Go 
get some, girl! 


< AW.Faser &SRASER 


ERASER STK. 


tals 


A.W FABER-CASTELL Pencil Co 
Newark 3, N J 





The original grey eraser point 
—— always best for erasing. 
Which point do you prefer ? 
Slender, Medium or Blunt....The choice 
S yours. EraserStik 7099 and 7099B can 
"e easily pointed with a mechanical or 
ind sharpener to suit your taste. 


y, 1959 





(free) of an invaluable little guidebook 
published twice monthly by the Puerto 
Rican Government. It’s called “Que Pasa 
in Puerto Rico,” which translates into 
like, “What's going on in 
Puerto Rico,” and that’s exactly what it 
tells 
(one of the whole island, one of Old 
San Juan), then gives complete informa- 


something 


you. It starts out with two maps 


tion on sightseeing, shopping, tours, how 
and where to rent a car (with or without 
driver), where to eat, and just about 
everything else you will need or want to 
know about the island. 

A quick glance at this little gem will 
be enough to send you scurrying off for 
some sightseeing. Chances are you will 
be particularly interested in Old 


San 
Juan. Here, viewing and shopping go 
hand in hand as you explore the narrow, 
twisting, cobbled streets. 

Don’t, however, get so involved in the 
delights of San Juan itself that you ignore 
the rest of the island. In addition to 
three-hour tours of the city ($4), there 
are a number of other excursions that are 
exceptionally inviting. “All afternoon” 
tours go to El Yunque Rain Forest and 
beautiful Luquillo Beach ($7.50), all day 
Arecibo 
($15) (Independent Tourist Service). 

For the determined traveler, the Borin- 
quen Tour Service offers an “Around the 


tours to the Indian Caves at 


Island Tour,” leaving at 8 a.m., “designed 
for those who want to see as much as pos- 
sible of Puerto Rico in one day.” 

The cu!inary offerings are as varied as 
every other facet of the island, with Ital- 


ian, Swiss, French, Mexican, Chinese, 
German, and Spanish among the out- 
standing cuisines. “American style” is 


also available. The food in the big hotels 


is excellent and often elaborate, and 
there are many fine restaurants such as 
the Swiss Chalet. 

Don't 


plore the food possibilities the way you 


miss the local delicacies. Ex- 
do the island itself. Even the names are 


tempting—bonito, pompano, mangoes, 


papayas, 3, lechon asado (roast 
pig), 


nanas). Try the delicious local pine- 


avocat 


plantains (wonderful cooking ba- 


apples, and don’t leave the island with- 
out learning the magic of guava shells 
with cream cheese. 

Puerto Rico’s night life is gay and 
bright with dancing and entertainment in 
all the big hotels and most of the smaller 
places. It might be added that a recent 
campaign to boost the island’s economy 
has encouraged many companies from the 
states to set up “Operations Puerto Rico.” 
One of the results has been the arrival 
of many young American businessmen. 


Puerto Rico, anyone? 
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A.W.Faber’s new 


STENOS TIE: 


The Only Professional Ball Pen For You 


won't write on 
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OR BANANAS 


We haven't given STENOSTIK the 
grease test, because we de- 
signed it for the office, not the 
kitchen. We DO know that it will 
write clean and clear on paper 
for hours, days, weeks and 
months. We know that it will write 
without skip, slip or scrape and 
that a Secretary can use it with- 
out fatigue or finger cramp, be- 
cause STENOSTIK’S long, tapered 
finger grip has been especially 
designed for shorthand. 


age 3 


IENOSTIK The Ball Pen for Shorthand. 


AW Faber S 





STENOSTIK has a long, full 
pen-length ink cartridge that will 
outlast 7—yes 7—pencils. This 
white, blue and gold beauty will 
bring new ease and comfort to 
your job. STENOSTIK belongs right 
alongside your ERASERSTIK. Get 
your STENOSTIKS today. Priced 
at 39c, less in a box of 3—the 
economical way to buy. 


Design Pot. Pend. 
U. S$. Pot. Off. 


A.W.FABER- CASTELL 
PENCIL CO., INC. NEWARK 3, N. J.- 
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How 
Do You File 


BUSINESS 
MACHINE 
RECORDS? 


Your business 
machine rec- 
ords with mul- 
tiple punching 
in the margin 
deserve better than loose, makeshift filing. 
If they’re valuable enough to make in the 
first place, they're valuable enough to keep 
in order and safe. 


That's where Accopress Pin Prong Binders 
come in. “Pin Prong” was designed by Acco 
solely to fill the need for efficient, durable, 
economical temporary or permanent filing 
of marginal pre-punched sheets. Ask your 
stationer. 


ACCO PRODUCTS 
A Division of NATSER Corporation 
OGDENSBURG, NEW YORK 

In Canada: Acco Canadian Co., Ltd., Toronto 
















Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f—-MAIL COUPON TODAY-~~ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 


| Name 





| Address 





| city Zone State 


{ant acinti GORE sets quae <uum clube cusbs anuie-eanan aaan onus aol 
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SPRING CLEANING 
(Continued from page 17 


The 


onionskin: the second, carbon paper: the 


first compartment would contain 
third, onionskin, and so on. 
Even your envelopes can be efficiency 


Next 


envelope that looks as if the flap were 


experts. time you come across an 
glued upside down, take a closer look. It’s 
not only the right side, but the right way. 
The added thickness of the envelope flap 
often necessitates opening the paper re- 
lease lever before inserting regular enve- 
lopes. Often the envelope is not straight 
as it enters. and another unnecessary step 
is introduced. By having the flap at the 
bottom, this irritation is eliminated. So 
the next time you order envelopes. get per- 
mission to ask the printer to place the 
company name on the reverse corner. 

Perhaps you're having window envelope 
trouble. You can fold your letters to fit 
these envelopes by simply making the 
first crease at the top line of the body 
of the letter and making a second fold 
to fit the envelope. 

Additional tips for the new you. office 
variety... Why not experiment with a 
razor blade when making corrections. If 
the correction is similar to the error, the 
typist can make a strike-over, typing very 
lightly and smoothly. Later. when the 
paper is out of the machine, she scrapes 
away any trace of the error with a gentle 
stroke. No more erasure smudges to worry 
about... We all know that typewritten 
work looks best when it is centered on 
the page. However, when one is doing re- 
ports, tables, etc., it is difficult to judge 
the exact length of the material. How to 
do away with “guesstimates?” Begin the 
typing 12 spaces from the top of the page: 
type the current date or name of the 
sender two inches from the bottom of the 
paper at the left margin. This balancing 
act does the trick every time. 

Those are our clues for spring cleanup. 
Now we'd best sneak away before some- 
one suggests that “actions speak louder 
than words.” 





(Key to project on page 36) 
LETTER 1 
Line 5—-Mts.—spell out and put a comma 
after Mountains (compound sentence) ; line 
6—]6—-spell out: line 8 


counselors: 


planned: line 9— 
11—brochure; line 12— 
season; line 13—ending; line 14—due; line 
16—no apostrophe after weeks 


line 


LETTER 2 

Line 2—Tues.—spell out, defective; line 
3—ex-am-ined; line 8—manufacturer, a part 
(two words) ; line 9—improperly: line 13— 
either; line 14—//; line 
comma after satisfaction 


15—-satisfaction, 





FESTIVALS, U.S.A. 


(Continued from page 21) 





tion early in the day. Everybody wants to 


eat at the same time—and someone al- 
ways gets left out. Festival dates: July | 


—August 9. 


Aspen, Colorado, offers more than a lit- 
tle of everything. First and foremost is 
music—concerts, opera, workshops. On 
this year’s schedule, such greats as con 
ductor Darius Milhaud, singers Jennie 
Tourel and Adele Addison, pianist Ro- 
sina Lhevinne, the Juilliard Quartet. For 
the athletically inclined, there are end- 
less opportunities for hiking, climbing, 
fishing, swimming, riding. Outstanding 
films are shown at the Wheeler Opera 
And finally the 


itsel{—combining ranches and Bavarian 


House. there is town 
chalets, blue jeans and dirndl costumes, 
the very old and the very new. Festival 
dates: June 24—August 30. Accommoda- 
tions range from simple dormitories to 
the most luxurious lodges and hotels. For 
list and rates write Dept. M, Chamber of 
Commerce, Aspen, Colorado. 


Santa Fe, New Mexico, raises its voice in 
song—the operatic kind—during its Sum- 
mer Festival. Six operas—Anna Bolena, 
Die Fledermaus, Regina, Abduction From 
the Seraglio, Madame Butterfly, and The 
Barber of Seville—will be given at the 
outdoor Opera Theatre with world-fam- 
ous singers and conductors taking part. 
In addition, on July 12, Igor Stravinsky 
will conduct his “Threni” at the historic 
Cathedral of St. Francis. But music isn’t 
all you'll find—the City of Sante Fe is 
fascinating, combining as it does the 
charm of ancient Spanish and Indian cul- 
tures with the newest in the Southwest. 
Festival dates: June 24—August 18. 


Oregon is 100 this year and the state is 
going all out on its birthday celebration. 
Main feature will be the Centennial Ex- 
position in Portland combining historical 
displays with glimpses into the future. A 
frontier village, a boom town, an operat- 
ing logging camp, the multi-million dollar 
atomic exhibit displayed at the Brussels 
World’s Fair . 


musical attractions. . 


television, stage, and 
! . water spectaculars 
on the Columbia River . . . the garden of 
tomorrow . .. all will be on display. Plus 
—an International Trade Fair with ex- 
hibits from more than 30 countries. After 
spending some time viewing these won- 
ders you may want to explore the sea- 
shores, mountains, and woodlands of this 
Pacific Coast state—an ideal vacation re- 
sort. Festival: June 10—September 17. 
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shopping spree 





IVORY WILD describes the elephants on 
your hand-carved genuine ivory letter 
opener. And they're in just the right 
mood to tear into your mail. Bull ele- 
phant handle provides sturdy grasp for 
7-inch opener. Only $1.98: from Harriet 
Carter Gifts, Dept. TS, Box 102, 
Plymouth Meeting, Pa. 





BRASS CUSPIDORS—REVIVED AND RE- 
VISED. Deck your desk with these now 
clever containers for plants, pencils, etc. 
Or are you the reminiscent type who sim- 
ply treasures a reminder of the “good old 
days?” Comes in three sizes: 34% by 41% 
inches, $3.95; 3° by 5 inches, $5.95: 5% 
by 7 inches, $7.95. Giftware Co., Dept. 


65, 218 E. 30 St., New York 16, N. Y. 





BELLOWS PLANTER, early American but 
still in style. You can’t start fires with 
this bellows, but it adds warmth and 
charm to any room. Brass eagle com- 
plements antique-pine finish of 15'/2-by 
7'4-inch body. Complete with metal liner 


for planting. Yours for $8.50: from 
Yankee Imports, Dept. TS-22, Ipswich, 
Mass. 





STEP UP ON THE TABLE with its integral 
but at-intervals shelves. Formica-surfaced 
shelves can be rotated about center post 
for variety of designs. Ideal for plants or 
knick-knacks. Dark walnut, 42 inches 
high. Shipped in easy-to-assemble form, 
$19.95. Write to Spiratone, Inc., Dept. TS. 


135-06 Northern Blvd., Flushing 54, N. Y. 





EVER LISTEN TO A LAMP? This attrac- 
tive Stereo-lite is a combination lamp and 
hi-fi speaker. Simply attach to radio, 


phonograph, etc., to hear three-dimen- 
sional sound. Ideal viewing light and 
listening post for after-hours TV or radio. 
Comes with white or decorative shade at 
$11.95. From Parke Research, Dept. TS, 
550 Fifth Ave., New York 36, N. Y. 





7 WORLD'S FOREMOST 
WALLET PHOTO PRODUCER 


That’s right .. . TWENTY-FIVE 
wallet size copies of your graduation 
picture. Ideal for giving friends, rela- 
tives, or attaching to college applica- 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation picture or glossy print. Your 
original will be returned unharmed with 
order in a very few days. Minimum 
order: 25 pictures from one pose. 
Satisfaction guaranteed or your 
money back. 


™™ LARGA-PIC — BOX z-20™ 











; BROOKLINE 46, MASS. 

' Enclosed is $ for..........pietures 

8 Name 

a 

5 Address icine icant inaaih natal 

' City Zone( )State 
Seaeneaeeeeaeeana ea aa Ss eae eee 





















MEXICAN IMPORTS 
BIG FREE CATALOG 


Handtooled leather Purses and Shoes 
Jewelry, aprons. tablecloths, novelty & 
gift items, moccasins, skirts, Mexican foods, etc., direct 
from MEXICO. Buy direct from Importer and SAVE 
Send Card NOW to: 
NORTHERN IMPORT CO. 
Dept. T-160, Reed City, Michigan 

















AVOID the RISK A 
of DANGLING AY 
ELECTRIC & 
CORDS! 


use COILZIT 


SHORTENERS 


on all ELECTRIC 









OFFICE MACHINES 

desired size. No wires to 

Holds heavy cords to 4%” $2.25 
SHORTENERS Now In Use! POSTPAID 











Helps prevent accidents! Cat. No. J-6 
cut — just wind excess cord 

iam. per Dozen 
COILZIT PRODUCTS, Inc. 


Keeps cords adjusted to ORDER DIRECT 
around Cord Shortener. 

Over 5 Million CORD | $24 per Gross 
25-578 Steinway Street, L. 1. C. 3, N.Y. 














MEMORY EXPERT 


memory purse brings amazing f 


remember names, faces, number 
vocabulary spelling facts et 
Complete home-study course in 
books ONLY $10 postpaid 
Send check of money order t 
MEMORY 661 Crenshaw Biva 
Los Angeles 5, Calif 
Brochure on request 








TRAINS ALL AGES Complete 


e 


suits. You can easily learn how t 


1} 














LETTER CLIP 


LETTERS KEEP BETTER in this sterling silver 
monogrammed letter clip. Flexible enough to 
hold a ‘raft’ of letters, yet has enough spring 
for just one! The ideal gift for that ‘favorite 
boss’ of yours! Use his entire monogram or 
simply “MR, (x) Overall size ... 4%" long 
by %” wide. Underline last initial when 
ordering. $5.50 (tax and postage _incl.). 
P.S. Be sure to send for our gift catalog! 


THOMAS-YOUNG 
Dept. TS-95, 30 W. Lockwood 
Webster Groves 19, Missouri 











SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 











FOR 
JUST 
$1.00. 


you can beat anyone in your office when it comes 
to centering. Just measure the line and read the 
Stenographic Centering Scales to see where to start 
Only takes seconds—and you're 100% exact 


For elite, pica, or variable-spaced type. 
ONLY $1.00, postpaid. Satisfaction guaranteed 
STENOGRAPHIC CENTERING SCALES 


Dept. T-5, 1511 N. Algona 
Dubuque, lowa 




















TROUBLED  egeaeeenena 
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MAHLER’S INC! 
DEPT. 849-F 
PROVIDENCE 15, | 









1 S¢ for trated |6-pag 
New Radiant Beauty 














CPS AND PLS CANDIDATES 


Prepare now for coming CPS or Professional Legal 
Secretary exams. Complete set practice tests (ex- 
cept dictation) $10.00. or each section $2.50 
Complete line of business tests & aptitude, achieve- 
ment, English, personality, promotional & many 
other tests. too. Each $2.50. Civil Service (specify 
job), $15.00. Dictation. $10.00. Prices include grad- 
ing. Time's short! Order today! Business Research 
Associates Incorporated, PO Box 7093, Long Beach 
7, California. 











—<S ENGLISH yov'encx: 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conver- 
Sationalists. With my new C.l. METHOD you can 
stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn 
the “secrets” of conversation. Takes only 15 minutes 
a day at home. Costs little. 32-page booklet mailed FREE. 
Write TODAY! Don Bolander, Career institute, 
Dept. E-1455, 30 E. Adams St., Chicago 3, Il. 












SECRETARY—GIRL OF THE YEAR 
or Where to Look for the Right Job 

Here is a factual, informative, 24-page job-hunting 
reprint from TODAY'S SECRETARY that describes 
briefly the national secretarial employment picture 
and then tells through case histories what it’s like 
to work in tI different industries and professions. 
Especially of interest to the girl who wonders 
whether she is suited for a particular secretarial job 

Price—25¢ per copy; $2.00 per dozen 

Send order with remittance to: 


TODAY’S SECRETARY 














TODAY'S 
ECRETARY 














60th 


‘2 Single Copies Available—$1.50 
| TODAY’S SECRETARY’S 
ANNIVERSARY ISSUE 
based on the theme 
“The Secretary Surveys Her World” 
Over 80 colorful pages of text and illustrations 


will review the exciting secretarial field 
since the first woman entered the office in 1899. 


Here in one, authoritative. reference volume is 








o> 2 rz es the story of the starring role played by the 
<3 3 22 5 American Secretary over the past six decades. The 
7 c. “a reader will be taken back to the days when 
-2 ov l secretaries and their unwieldy machines were both 
22 is called “typewriters.” and a weekly wage of $6 for 
> 2s 50 to 60 hours of finger-callousing, 
ei aoe | eye-straining labor was considered generous. 

_—- ad 
=¥ _= | Through special feature articles the reader 
ze Ss | will learn about the invention and development of 
2 e332 ate | shorthand and the typewriter: the transformation 
s | 23 | in the attitude of the public and her 
- | an all-important boss: the improvements in her pay. 
= = ° | surrourmdings. vacations and other privileges: 
we | and the many changes in her training, 
E=i WF her office equipment and communications. 
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COOKIN DEX—RECIPE TO KITCHEN SUC- 
CESS. Styrene cabinet with 1,000 4- by 6 
inch recipe cards, 12 subject dividers, 
and “Diet-Meal Planning” booklet. Cabi 
net cover down, recipe appears through 
window panel: cover up, finished dish 
shown in color. Price, $12.95; from Web 
ster’s Unified, Inc.. 404 Fourth Ave., New 
York 16, N. 





LET A CLOTHES HORSE bear the burden 
of your ironing efforts. This step-saver en- 
ables you to hang up garments an in 
stant after ironing. Clamps on to any 
all-metal construction 
holds 20 items. Yours for $1.98, ppd.: from 
Roslyn Shops, Dept. TS. 46-36 Bell Blvd... 
Bavside 61, N. 


ironing board: 





TODAY’S SECRETARY 


SCREWS LOOSE on your classes? It’s no 
oroblem if you've this spectacular spec 

tacle repair kit in hand. Consists of pro- 
fessional optical screwdriver, standard 
frame screws and nuts. Keep one at 





“ ome. one in the office. Only $1: from 
Columbia Co.. Dept. TS, 404 Security 
7 Bldg.. 234 E. Colorado St., Pasadena 73, 
a ( 
SU C- 
by 6 
ders 
abi 
ough 
dish 
Web 
New 
PEARL CARE, for the woman who cares 
about het pear ls. A safe and sure solution 
to remove soil and make-up from pearls 
and string. Doubles as cleaner for fine or 
costume jewelry. Complete with brush 
ind directions for $3.95. Available in 
jewelry and department stores, or write 
Pearl Care Co., Dept. TS, 2450 Ra- 
mona Blvd., Los lee Pi 33. Calif. 
rden 
ren- 
n in 
any 
ction 
from 
vd... 


TIME OFF WITH TIME-ALL. A hired hand 


with no hands as automation invades 
domestication. Electric Time-All perks 
collee, defrosts refrigerator . . . times 
anything that takes time. Miracle memo 
ty eliminates daily resetting. A well 
. S} $10.95. From The Gift Shop, Dept. 


TS, Box 3, Menlo Park, Calif. 
May, 1959 
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BOX 10 - 


Embossed 


WALLET 
PHOTOS 


r4 5 FOR ONLY 

y size: 2% X 31,6 
NEW EMBOSSED 

DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as ai*ts to class- 


moken: 








We pay postage — 
no other charges 













mates, friends, relati school 
and job applicatio » ANY 
PHOTO OR NEGAT od un- 
harmed) and just $ 45 pho- 
tos from one pose—< 2 photos. 
Order NOW—from tine ‘st mail 
order photo studio ir st. Satis- 
faction and quick d iranteed. 


NEW i N.Y. 




















Serfumed 
Beads 


$2.50 


ppd. & tax inci. 






ething new 
Smart and 
any 





made of paste 
’ 50 ppd. and 

mn suarant a ( money refunded 
Write f free the fumed beads. Mrs 
Evelyn Lehaert, °P “0. Box 33, ‘Bellevue, Ohio. 











ENRICH YOUR LIFE 


WHILE YOU SLEEP 


Free—the amazing story of how you can enjoy 
a more abundant life—increase your self-confi- 
dence, health, vitality—improve your finances, 
willpower and develop a new magnetic person- 
ality through Nocturnal Education (Sleep Learn- 
ing) as used by our Government, Universities 
and many of the World’s most successful in- 
dividuals. Send for revealing data - - - FREE, 
CAMBRIDGE INSTITUTE 
Dept. 8 1157 So. Robertson Bivd. 
Loe Angeles 35, Calif. 

















/SONECS 


into DOLLARS! 
z. NEW songwriters, poets share $33 mi Ys 
= yearly. Songs Coms sed. PUBLISHED, 
= Promoted. Appraisa nfo FREE from 
NORDYKE Music Publishers 
6000 Sunset, HOLLYWOOD 28B, Calif 





dibapbtnniinttte 
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WEDDING CATALOG 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseau items 

Unusual, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. E-286 
Chicago 42, Ill. 


REMOVE UGit AIR // | 
FOREVER wus: SECONDS 


from LIPS ... from CHIN ~ 
ANY PART OF YOUR BODY! 


Unwanted hair removed perma- ONLY 
nently NEVER TO GROW BACK! Hair $ 95 
roots are destroyed almost in- L 

stantly, leaving the skin smooth y 0 
and unmarred by ugly hair for the , 

rest of your life. The miraculous LEMOS PERMAGON 
costing only $9.95 complete, will ease the hair 
from any place on your body gently and safely 
Complete refund if PERMAGON’s safe, gentile self- 
electrolysis method doesn't do for $9.95 what pro- 
fessional beauticians charge hundreds of dollars 
to do. No wires to plug in. By following our ac- 
companying safe simple instructions and avoiding 
warts, moles and other blemishes, you will be free 
of unwanted hair forever. it will never grow back 
again! Order today. Send $9.95 and we ship pre- 
paid. For COD send $1 deposit and pay postman 
balance plus COD postai charges on delivery. Brian 
Lloyd Co., 11 E. 47 St., Dept.H-167, New York 17, N.Y 


























Exaser Sotled/ 

For tidier typewritten work you need 
MAGIC MESH cleans erasers for 
cleaner corrections! Banish erasure 


smudge . keep copy sparkling fresh 


kh Send 25c to 

i <e MAGIC MESH CO 
Falls Station, Box 801 

Niagara Falls, New York 





Patent Applied For 











PROFESSIONAL SECRETARY 


Here's a real challenge for the 


ambitious woman who wants to 
earn bigger pay, gain more op 
portunity All that’s needed is 
the proper training Lc. 8. will 
send you 3 FREE books that 
show you how to prepare for this 
exciting career No obligation 
Just mark and mail the coupon 


INTERNATIONAL CORRESPONDENCE SCHOOLS 


Box 50506D Scranton 15, Penna. 


Please send me 3 FREE books: (1) “How to Succeed,” (2) Career Catalog 
(3) sample |.C.S. lesson 


C2 Professional Secretary (© Good English Magazine and 
C) Advertising OC Business Management Book Illustration 
C Retail Merchandising Other es 
Name 

Address 

City___ Zone State 

















Practice Makes CPS 

According to Einstein. its E=—WC* 
(energy equals matter multiplied by 
speed of light squared). But the secre- 
tary’s formula reads CPS=MC?. Certi- 
fied Professional Secretary equals brain 
matter multiplied by the speed of light 
squared. Either way, it takes a lot of 
energy. 

The latter equation is the motto of 83 
of Chicago's finest secretaries now boning 
up on secretarial savoir-faire for the May 


CPS exams. Speed is the password. Miss 





Barbara Cooper, chairman of the educa- 
tional committee, Lake Shore chapter of 
National Secretaries Association, directs 
the 14 weekly sessions in the belief that 
“through acceleration of study all will 
pass the CPS test.” 

If determination counts, they will. 
Scholars are braving not only the ele- 
ments of shorthand, but also the Chicago 
elements. Neither rain, nor sleet... 


Wanted... 

“We've got 1,000 secretarial jobs for 
every 100 applicants...” 

Where's this secretarial Utopia? Lon- 
don, England, where the secretary is 
second in demand only to Queen Bess. 


Employers will go to almost any length 
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to snare a stenographer. The girls take 
home as much as $3,000 a year for a 
35-hour work week. (The average wage 
in England is $1,750 a year.) 

Among other fringe benefits: lunch 
tickets for local restaurants: free train 
fare for suburbanites—auto rides to the 
subway for city dwellers: time off for 
shopping and hairdresser appointments: 
four-week vacations. And if you're that 
conscientious—a new typewriter of your 
choice upon joining a firm. 

Not every company offers all these 
inducements, but they do prove that even 
the London fog has a silver lining. 


Mental Health Week 

Mental Health Week. April 26-May 
2...seven days dedicated to combatting 
the nation’s number one health problem. 

Mental health rules...ten signs for 
guarding the gift of a sound mind: 

1. A tolerant, easy-going attitude to- 
ward yourself and others. 

2. A realistic estimate of your own 
abilities. 

3. Self-respect. 

4. Ability to accept disappointments. 

5. Liking and trusting others and ex- 
pecting them to feel the same about you. 

6. Feeling a part of the group and 
having a sense of responsibility toward 
your fellowmen. 

7. Accepting responsibilities and tak- 
ing care of problems as they arise. 

8. Ability to give love, to consider the 
interests of others. 

9. Ability to plan ahead toward re- 
alistic goals. 

10. Putting your best efforts into your 
tasks and deriving satisfaction from 
-them. 

Awareness of these rules is part of 
the battle. 


Secretary-Boss of the Year 
Binghamton, New York, has counted 
the ballots, and Mrs. Florence Heath 
is the people's choice for Secretary. 
of-the-Year. chapter, Na 


tional Association Inte) 


Binghamton 
Secretaries 


national. 





Mrs. Hieath. secretary to the president 
of the Binghamton Savings Bank. will 
now compete with 30 other chapter rep- 
resentatives for the title of Secretary-of 
the-Year for New York State. 

Nor is the boss a forgotten entity. The 
NSA has already crowned its “king for 
a day.” He’s Dr. Thomas D. 
Birmingham, Alabama, director of the 
Nutrition Clinic at Hillman Hospital in 
Boss-of-the- 


Spies. 


Birmingham—International 
Year. 

Margaret Owens nominated her boss 
“not only for his achievements in medi- 
cine but his outstanding qualities as a 
boss.” His prescriptions may be hard to 


decipher, but not his dictations. 


“Cuba Needs You...” 

True, a secretary usually has her fin 
ger in everything. But in a revolution? 

Such was the case with Esther Milanes. 
McGraw-Hill Book Company employee. 
who recently answered Provisional Presi- 
dent Manuel Urrutia’s “Cuba needs you” 
cable by returning to her homeland. 

Esther was working as a secretary in 
Havana when the “26th of July” move- 
ment began. As a night school English 
teacher, she was her pupils’ confidante 
in the conspiracy against Batista and 
smuggled goods to the rebel forces. 

Esther's activities soon led to arrest 
by Batista’s police. but the Colombian 
ambassador, whose children she had 
once taught. arranged her release. While 
recovering from injuries, she revealed 
her prison ordeal via press and radio. 
Once again, her life was endangered. 
Disguised as a nun, she fled to the Ecua- 
dorian embassy, then to this country. 

And now Esther is back in Cuba. Her 
devotion to the rebel cause will be re- 
warded with  responsibility—probably 
reopening the University. 

A secretary's life is never dull. 


TODAY'S SECRETARY 








N matter how y 1 | k at the new IB.) Electri vou ll say: this is new! Dramat illy new outside. with its low. sleek orofile 

1d cleanly sculptured lines, it’s excitingly new inside, t with 28 engineering advances that bring you a new high in 
typing efficiency. its new In the alive, eager response of its individually adjustable keyboard, New in its 13” Quiet-Glide 
Carriage that ends the nstant crast f carriage stops. New all around, inside and Jt—this is the Tinest typewriter made! 


this Is the new IBM Electric 
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1 Foupamatic Construction —“Heart” of the new Line-a- 
TIME Copyholder. Folds over typewriter when not in use. 


2 Variable Height Adjustment — Raises or lowers Line-s- 
TIME Copyholder to required individual eye level. 

3. Space-cecector Unit — Affords typists an infinite va- 
riety of space settings 

4 Transvue Line Guide—Tinted, transparent, underscores 
line of copy to be typed and permits typists to see two 
or three lines ahead. Has both an elite and pica Perfect 
Positioning Scale... 

...And many other dramatic features that make the new 

FotpAMatTic Line-A-TIME Copyholder the greatest secretarial 

aid since the invention of the typewriter. 


Available in six office and typewriter harmonizing colors: 
French Gray, Desert Sage, Honey Beige, Mist Green, Lime 
Light and White Sand. 
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Remington Band 
DIVISION OF SPERRY RAND CORPORATION 
Room 1504, 315 Fourth Avenue, New York 10, New York 


I would like a free five day trial of the new Fotpamatic 
Line-a-TIME Copyholder.* 


NAME 
FIRM_ 


ADDRESS 
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*Available only in cities with a Remington Rand office. 
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